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SUNSET REVIEW - BOARD POLICY NO. 9.140 HARD-HIRING FREEZE POLICY

As required by Board policy we have completed a sunset review recommendation for Board
Policy No. 9.140, which is attached.

On February 10, 2009, the Board of Supervisors approved a recommendation by the Chief
Executive Officer (CEQO) to impose a hard-hiring freeze, except for critical health and safety
positions.  GConsequently, the CEO issued Hiring Freeze Process, Procedures and
Guidelines to all department heads (via e-mail) on March 5, 2009.

Subsequent memos with revisions and clarifications to the existing guidelines were sent to
all department heads (via e-mail):

¢ October 20, 2009 - to clarify existing guidelines;

¢ May 3, 2010 - to enhance the hiring freeze by further refining the Exempt Positions
List and require CEO approval for promotions; and

e July 26, 2010 - to consolidate all prior revisions into one set of guidelines, further
refine the Exempt Positions List and provide clarification on the procedures.

If you have any questions, please contact Matt McGloin at (213) 974-1694.
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B B0 OF SUPERVISORS POLICY MANUAL

Policy #: Title: Effective Date:
02/10/09
9.140 Hard Hiring Freeze 06/07/2010
PURPOSE

Establishes procedures to allow County departments to fill budgeted vacancies, after
approval by the Chief Executive Officer (CEO), and establishes conditions for approval.

REFERENCE

April 27, 1993 Board Order, Synopsis 61

November 16, 1995 Board Order, Synopsis 7
~June 24, 1997 Board Order, Synopsis 44B

February 10, 2009 Board Order S-2

June 22, 2009 Budget Deliberations

June 7, 2010 Budget Deliberations

POLICY

Immediately—ilmplements a hard hiring freeze, excluding critical health and safety
positions, as approved by the Board on February 10, 2009, to keep salary and employee
benefits costs at an absolute minimum. Provides guidelines and process procedures for
departments to request hiring approval from CEO.

On June 22, 2009, the Board reaffirmed the hard-hiring freeze, exempting critical health
and safety positions. On October 20, 2009, the CEO issued clarification (via email) to all
department heads on the existing guidelines and the general process. Also issued to all
department heads (via email) on May 3, 2010, the hard-hiring freeze was enhanced by
further refining the critical health and safety exemption list of positions and requiring CEO
review and approval of promotions.



On June 7, 2010, the Board reaffirmed the hard-hiring freeze, exempting critical health
and safety positions. CEO consolidated all prior revisions into one set of guidelines,
further refined the critical health and safety exemption list of positions and provided
additional clarification on the procedures to all department heads on July 26, 2010 (via
email). '

RESPONSIBLE DEPARTMENT

CEO - Classification and Compensation Pelicy-DivisiorAdministration
CEO —Budget-Development/Finance

DATE ISSUED/SUNSET DATE

Issue Date: November 16, 1995 Sunset Review Date: June 24, 1997
Reissue Date: June 24, 1997 Sunset Review Date: June 24, 2001
Review Date: October 18, 2001 Sunset Review Date: June 24, 2005
Review Date: August 16, 2007 Sunset Review Date: June 24, 2009
Issue Date: February 10, 2009 Sunset Review Date: February 10,

SupersedesPolicy-No-9-140 20142015
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To: All Department Heads

From: William T Fujioka A
Chief Executive Officer ’

CHANGES TO GUIDELINES AND PROCESS — HARD HIRING FREEZE
AND FREEZE ON NON-ESSENTIAL SERVICES
AND SUPPLIES AND FIXED ASSETS

On March 5, 2009, departments were notified that the Board of Supervisors approved a
recommendation to impose a hard hiring freeze as well as a freeze on non-essential
- services and supplies and fixed assets (Exhibit 1). Séeveral issues have since surfaced
resulting in the need for clarification on certain hiring freeze guidelines and the general
process (e.g., Exception Request Forms and updating the Hiring Exemption List, etc.).
Exhibit Il is a list of the clarifications to the guidelines and process related to the review
of the below issues:

o Blanket Authority Exception Requests;
¢ Reuse of Prior Approved Exception Forms for CWTAPPS Entries;

e Need for andlor Manager Level Required for Signature on the Summary
Transactions Sheet for CWTAPPS Input; :

e Procedure for Updating the Hiring Exemption List; and
e Travel and Training Requests

Regarding Travel and Training Requests: Effective immediately, departments are no
longer required to submit travel and training requests to the Chief Executive Office
(CEO) for approval. Departments should continue to limit participation in all training
programs that have direct costs attached.

“To Enrich Lives Through Effective And Caring Service”
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All Depértment Heads
October 20, 2009
Page 2

Also, attached is a revised -Summary Transaction Sheet for CWTAPPS Input
‘(Attachment ‘1), Exemption  List (Attachment [), and Exception Regquest Form -
(Attachment Ill).. The Exception Request Form has been modified to reflect the Deputy
Chief Executive Officer sign-off as the final approval for all hiring requests.

Please note that all departments must come to the CEO — Compensation Policy
Division to enter transfers into CWTAPPS as these are considered new hires. As stated
in the original guidelines, transfers between departments are not exempt unless the
classification is on the Exemption List. The requesting department must justify and
receive approval from the CEO for the transfer. The releasing department may not
backfill the position without prior approval from the CEO.

If you have questions or need additional information,’ please contact Ed Corser at (213)
974-2291.
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Subject: HARD HIRING FREEZE AND FREEZE ON NON-ESSENTIAL SERVICES
AND SUPPLIES AND FIXED ASSETS

On Tuesday, February 10, 2009, the Board of Supervisors approved a recommendation by
this office to impose a hard hiring freeze, except for critical health and safety positions, as
well as a freeze on non-essential services and supplies and fixed assets to address the
serious cash flow problem facing the County as a result of the delays in State reimbursement.
“In addition, we currently project a County shortfall of approximately $204 million for fiscal year
2009-10, which does not include the impact of further State cuts. As a result, hiring and
expense restrictions will likely continue through next fiscal year.

Your Chief Executive Office (CEQ) budget analyst has previously shared with you the
amounts frozen in services and supplies and fixed assets, and on February 11, 2009 the
Auditor-Controller began processing the appropriation freezes. CEO analysts worked with
their assigned departments ta provide lists of critical health and safety positions that will be
conS|dered exempt from the hiring freeze.

Attached are the following documents:

Hard Hiring Freeze - Process and Procedures (Attachment A)

Attachment| - Summary Transaction Sheet for CWTAPPS Input

Attachment Il — Hiring Freeze Exemption List .

Attachment lll - Exception Form.

Attachment IV - Guidelines for Hiring, Services and Supplies, and Fixed
Assets Freeze

l

If your department is under an existing freeze, the guidelines (Attachment 1V) are in addition
to the policies already in place. Also, the process in place for items such as Additional
Responsibilities Bonus, Special-Step Placements, Supetrvisor/Subordinate Pay, MAPP, etc.,
which require CEO approval, will not change.

"To Ernwich Lives Through Effective And Caring Service”
Please Conserve Paper - .Th,ls Document and Copies are Two-Sided
Intra-County Correspondence Sent Electronically Only
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EXHIBIT |

All Department Heads
March 5, 2009
Page 2

A mitigation list for employees affected by curtailments is being developed to give these
employees priority placement opportunities. Departments must check the Mitigation List prior -
to filling out the Exception Form to ensure that an employee that meets the requirements of
“the hiring exception can be placed first. ' : ' '

If your department has critical positions that should be exempt from the hiring freeze and the

positions do not appear on the -Hiring Freeze Exemption List, please notify your CEO budget
analyst as quickly as possible.

Please note that only the ‘new hire’ screen in CGWTAPPS is frozen, and only approved nhew
hire transactions must be input by the Department through CEO — Compensation Policy
Division at Kenneth Hahn Hall of Administration (KHHOA). Departments still have the ability .
to promote staff. Transfers between departments are treated as new hires, and must be
. requested on the Exception Form unless listed on the Hiring Freeze Exemption List. All
transactions that departments input into CWTAPPS will be monitored by the CEO,
Compensation and Policy Division, on a weekly basis to ensure that the items input are the
" items that were approved by the CEO budget analyst. [f a discrepancy occurs, the CEO

budget analyst will be notified immediately and the department may be suspended from
further CWTAPPS input. ’

. From time to time, departments may be asked for summary information on hiring transactions
such as number of exempt positions hired, number of positions denied, number of exceptions
approved, etc. Please track each transaction separately and be ready to provide the
information quickly to your CEO budget analyst when requested.

Procedures to Request Excegtion For_Services and Supplies, and Fixed Assets

(Attachment B)
Attachment IV — Guidelines for Hiring, Services and Supplies, a_nd Fixed Assets Freeze

Departments may find it necessary to change their blanket encumbrances or reduce their
approptiation freeze amounts. Attached are the procedures to assist departments with their
requests for partial exceptions from freeze. These requests will be considered on a case by
case basis within the attached guidelines (Attachment 1V) and must be submitted for approval
to your CEO budget analyst on the Exception Form (Attachment lil).

If you have questions or need additional information, please contact your CEO budget
analyst. _

WTF:DL:
SK:AB:alc
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EXHIBIT |
ATTACHMENT A

HARD HIRING FREEZE — PROCESS AND PROCEDURES FOR EXEMPTIONS,

EXCEPTIONS AND CWTAPPS INPUT

A Exemptions

1. Positions that are on the exempted position list submitted by the department and
approved by CEO do not need to request approval from the GEO Budget analyst to
hire. Departments must have a budgeted, vacant item to fund the position, but no
documentation need be submitted to the budget analyst.

2. Once a department is ready to input new hires on the exempted position list, they may
proceed to the CWTAPPS input process outlined in Section C.

B. Exceptions

1.

Positions that are not on the exempted position list approved by the CEO must be
submitted by departments on-an Exception Form (Attachment Ill) to their CEO
budget analyst. ‘

CEO budget analyst reviews the department's justification following the Guidelines

~ and Instructions in Attachment [V..

If the Exception Form is denied, CEO budget analyst will inform the department,

If the Exception Form is approved, the CEO bidget analyst will forward the
Exception Form to the Budget Manager and the Deputy Chief Executive Officer
(DCEOQ) for approval.

Budget Manager and DCEO will approve or deny the Exception Form, and then
return the Exception Form to the CEO budget analyst. (If Exception Form is
denied, CEO budget analyst will inform the depariment.)

If the DCEQ approves the Exception Form, it will be submitted to Debbie Lizzari.

Debbie Lizzari approves or denies the Exception Form and returns it to the CEO
budget analyst. (If the Exception Form is denied, the CEO budget analyst will
inform the department.) :

if the Exception Form is approved, the CEO budget analyst will inform the
department they have approval to input the new hires into CWTAPPS, and will
provide a copy of the Exception Form with approval signatures to the department.

C. CWTAPPS Input (New Hires Only)

REMINDER: All pre-requites muét be met (e.g. Livescan and cleared medical exam) prior to
CWTAPPS input.

1. Schedule an appointment

Page 1 0of 3




EXHIBIT |
ATTACHMENT A

a. When the department is ready to input transactions into CWTAPPS, they will call
the CEO — Compensation Policy Division as soon as possible to set-up an
appointment for CWTAPPS entry.

b. The department must have the following ihformation available before making the
call to the CEO — Compensation Policy Division.  The Scheduler will ask the
department for the following information:

Depariment name '

Name of department representative

Number of transactions

Requested time of appointment and estimated time needed for input
of all transactions '

« Name and phone number of person from the department making the
appointment,

The following CEO staff will serve as schedulers:

Lisa Cotton — (213) 974-2468 (primary) —
Icotton @ ceo.lacounty.dov

Rosy Alaniz - (213) 974-2608 (backup) —
ralaniz@ceo.lacounty.gov

'Cecilia Surla (213) 974-2420 (backup) —
csurla@ceo.lacoun;y_ .gov

NOTE: If the department needs to cancel or change their appointment, they must call the
Scheduler immediately so that their time slot can be given to another department.

2.

Prepare a Hiring Freeze — Summary Transaction Sheet For CWTAPPS Input
(Attachment 1) . .

The Summary Transaction Sheet for CWTAPPS Input should list all of the -
transactions (exemptions-and exceptions) to be input into CWTAPPS during that
appointment time. The summary sheet must include the department name and
approval by the Administrative Deputy or higher at the top of the sheet, each
employee’s name, position person is being hired onto, action (i.e. new hire,
reinstatement, etc.), and effective date of transaction. Attachment | will have a
column for the CWTAPPS entry date. The department will hand write in this date as
they enter the transactions on the day they come to CEO - Compensation Policy

Division. -~ "~ 7 ' ‘ . T
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~ EXHIBITI
ATTACHMENT A

3. Assemble & Copy the Required Documentation

The Summary Transaction Sheet, along with copies of each Exception Form, is to
be provided to CEQO — Compensation Policy Division at the scheduled appointment
time for CWTAPPS Input. This document will be retained by CEO -
Compensation Policy Division, so copies needed by the department should be
made prior to the appointment time.

4, Check-In Procedure

Department representative will report to Room 526 of the Kennneth Hahn Hall of
Administration and ask for Lisa Cotton or the backup scheduler.

The department representative will sign-in on the CWTAPPS Transaction .Log
Book maintained by CEQ — Compensation Policy Division.

5. Log-On Procedure

Onge the department représentative has signed in, the Scheduler will contact the
CWTAPPS Log-On Person. The Log-On Person will escort the department
representative to the designated CWTAPPS entry station.

The depariment representative must provide a copy of the Summary Transaction
"Sheet along with the copies of the “signed off Exception Form to CEO -
Compensation Policy Division. The Log-On Person will inspect the department’s
documents against the exemption list and the attached, signed-off Exception
Form(s) for the appropriate information and signatures. CEO - Compensation
Policy will retain this documentation for their files. '

Once the Log-On Person has validated the department's documentation, the
department representative will be logged into the CWTAPPS workstation.

6. CWTAPPS Input

The department representative must have the relevant knowledge of CWTAPPS
transaction input, as CEO staff will not be available to assist with the input.

The department representative will then enter thelr transactions into CWTAPPS.
7. Log-Out Procedure

Once the department representative has completed the input entries, they are to
log themselves out of the CWTAPPS system.

The department representative must report back to the Scheduler that they have

finished with their input. The Scheduler will have the department representative
sign-out on the CWTAPPS Transaction Log.

Page 3 of 3
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EXHIBIT |

HIRING FREEZE - SUMMARY TRANSACTION SHEET FOR‘ CWTAPPS INPUT Attachment |
{EXEMPT POSITIONS AND EXCEPTIONS) .

DEPARTMENT:

DEPARTMENT APPROVAL.:
{Signature of Administrative Depuly or Higher)

Altachment ! Hiring Freezs - Summary Transaction Sheet.xis {off




EXHIBIT |

Attachment [l

EXEMPTIONS TO THE HIRING FREEZE

ITEM CLASSIFICATION

ITEM NO. REASON FOR EXEMPTION
DEPARTMENT: FIRE . :
All Rems are exampt Special District funds (Including Lifeguards which are seagonaf)
DEPARTMENT: HEALTH SERVICES
4745 Dental Asslistant Dlract Patlent Care
4746 Dental Assistant, Special Procadures Direct Patient Care
4749 Dental Laboratory Radiologlc Tech Critical Ancillary Staff
4750 Dental Techniclan Critical Ancillary Staff
4751 Dental Hygienlst Direct Patient Care
4757 Dental Intern_- Direct Patlent Care
4760 Dental Resident -{Dlrgct Patient Cars
4763 Dentist Direct Patient Care
4767 Dental Specialist Direct Patient Cara_
4772 Visiting Dentist/Per Session Direct Patient Care
4773 Visiting Dentist/Daily Direct Patient Care
4866 Occupational Health Physiologist Direct Patlent Care
4878 Autopsy Technician Critical Ancillary Stafl
4879 Autopsy Techniclan, Photography Crifical Ancillary Staff
4885 Prosector - Crilical Anclliary Staif
4895 Medical Technologist | Critical Ancillary Staff.
4899 Medical Tech, Data Syst Critical Ancillary Staff
4902 Laboratory Qualily Control Coordinator Critical Ancillary Staff
4919 - Clinical Microbiologist 1 Critical Ancillary Staff
4921 Clinical Genetlcist, Medical Center Critical Anclifary Staff
4922 Clinical Chemist Critlcal Ancillary Staff
4936 Electron Microscopy Specialist Critical Anclilary Staff
4948 Toxicology Tech Critical Anciliary Staff
4953 Tissue Analysis Technician Trainee Critical Ancillary Staff
4954 Tissue Analysis Technician | Critical Ancillary Staff
4959 Cytology Laboratory Tech T T T T “|Critical Ancillary Staff -
4974 Laboratory Attendant -~ i Critical Ancillary Staff =~ .
4976 Laboratory Assistanl . |Critical Ancillary Staff
4977 Phiebotomy Techniclan | Critical Ancillary Staff
4979 Blood Gas Laboratory Technician | Critical Ancillary Staff
5047 Physician Assistant Direct Patient Care
6055 Mortuary Attendant Critical Ancillary Staff
65065 Ambulance Driver Critical Ancillary Staff
6066 Ambulance Medical Technician Direct Patient Care
5068 Ambulance Dispatcher Criticel Ancillary Staft
5082 Central Service Tech | Critical Ancillary Staft \
5087 Clinic Nursing Attendant | Direct Patient Care /
5089 Home Nursing Attendant Diract Patient Care
5090 Clinic LVN | Direct Patient Care
5096 Unlt Support Assistant Direct Patient Care
65098 Nursing Attendant | Direct Patient Care
5104 LVN | Direct Patient Care
5108 Rehabiliitation Assoclate Direct Patient Care
5111 Surgical Technician Direct Patlent Care
5113 Student Worker Nursing Direct Patient Care
5118 Senior Student Worker Nursing Direct Patignt Care
5121 Nurse Practitioner Direct Patient Care
5133 Reglstered Nurse | Direct Patient Care
5134 Registered Nurse Il Direct Patient Care
5135 Registered Nurse It Direct Patient Care
5208 Clinlcal Instructor Direct Patient Care
6261 Relief Nurse Direct Patient Care
6357 Clinical Nurse Specialist Direct Patient Care
5359 Nurse Midwile Direct Patlent Care -
65408 Physlician Postgraduats 1 Direc! Patisnt Care )
§421 Physician, MD (As Needed/OT) Direct Patient Care
5422 IPhysician, MD/Emargency Room Direct Patient Care
5468 Clinic Physician, MD/Per Session Direct Patient Care
5469 Clinic Physiclan, MD Direct Patient Care
5471 Consulling Specialist, MD Direct Patient Care
5472 Gonsuiting Speciaiist, MD/Fer Session Direct Patieni Care
5476 Physlcian, MD Direct Patient Care
5477 Physiclan Speciallst, MD Direct Patient Care
5501 Pharmacy Helper Crltical Ancillary Staff




EXHIBIT |

Attachment Ii
EXEMPTIONS TO THE HIRING FREEZE
ITEM NO. ITEM CLASSIFICATION REASON FOR EXEMPTION

5504 Pharmacy Techniclan Critical Ancillary Staft i
5506 Radiophamacy Tech Critical Ancillary Staff
5508 Intern Pharmacist Critlcal Anclllary Staft \
5512 Pharmacist Criticat Ancillary Staff

5513 Clinical Pharmaclst . Critical Anciliary Staff
5514 Radiophamaclst Critical Ancillary Staff
§545 Cardiac Eletirodiagnosiic Techniclan | Direct Patient Care
6553 Anglography Techniclan Critical Ancillary Staft

| 6565 Cardiovasculat Technician Trainee Direcl Pafient Cara

5560 EEG Technician | Critical Ancillary Staft
5567 Pulmonary Physiclogy Tech | Direct Patien! Care
5575 Renal Diglysis Equipment Technlcian Critical Ancillary Staft
5585 Resplratory Care Practitioner ¢ Direct Patient Cars
5595 Orthopedic Tech Crlfical Ancillary Staff
6603 Clinica! Perfusion Technlclan Assistant Direct Patlent Care
5604 Clinlcal Perfusion Technician Direct Patient Cars
5606 Hospltal Medical Assistant Critical Ancillary Staff
5608 |Ophthalmology Tech Critical Ancillary Staff
5611 Optometrist Critioal Anclllary Staff
5612 Orthoptic Tech Critical Ancillary Staft
5613 Urology Technician | | |Direct Patlent Care
5772 Radiation Protection Speciatist Critical Ancillary Staill
5778 Madical Radiation Physlcist Ciitical Ancillary Stalf
5794 Dlagnostic Ultrasound Techniclsin Critical Ancillary Staff
5798 Radiologic Technologist Critical Ancillary Staff
5799 Radiologic Technologilst, Speclal Procedures Critical Ancillary Staff
5601 Radiatlon Therapy Tech Critical Ancillary Staif
5802 Nugclear Medicine Technologist | Critical Ancillary Staff
5836 Licensed Physical Therapy Assistant Direct Patient Carg
5837 Physical Therapist | Direct Patlent Care
5844 Physical Therapy Consultant-Equipment Critical Anclliary Staff
5856 Occupational Therapist'] - Direct Patient Care~ "~ """ T
5858 Caertified Occupationat Therapy Assistant Direct Patient Care
5870 Recreation Therapy Asslstant ) Direct Patlent Care
5871 Recreation Theraplst | Direct Patiant Care

- 5880 Podiatrist Direct Patient Care -
5882 Rehablitatlon Therapy Techniclan Direct Patient Care
5886 Speech Pathology Assistant Direct Patlent Care
5887 Speech Pathologist | Direct Patient Care
5894 Audlologist | Direct Patlent Care
6531 Medical Electronic Technician Critical Anciliary Statt
7071 Radiology Photographle Assistant Critical Ancillary Staff
7081 Madical Photographer Critical Anciliary Staff
8592 Rehabillitation Counselor | Direct Patient Care
9001 Madical Caseworker | Diract Patiant Care
9013 Clinlcal Soclal Worker Direct Patient Care
9034 Psychiatric Soclal Worker | Direct Patient Care
8071 Children's Saclal Worker | Direct Patlent Care
9328 Patient Helper Critical Anclilary Staff

DEPARTMENT: INTERNAL SERVICES
7202 Assistant Chief Stationary Enginser Supervises energy plant personnel and operations 24/7 operation
7203 Chief Stationary Enginesr Supervises energy plant personnel and operations 24/7 oparation
7200 Stationary Enginesr Control Spacialist Monitors snergy plant equipment periormance
7793 Stationary Engineer Helper ) Maintaln compliance with Article 15 - BU 401 MOU staffing levels
7198 Stationary Engineer Il Malntain compliance with Article 15 - BU 401 MOU stalfing levels
DEPARTMENT: MENTAL HEALTH -

: 1479A Conservator/Administrator Assistant Supporis direct client setvices; diract legal fiduciary responsibllity.
1480A Deputy Public Conservatar/Admr | Supports direct client services; direct legal fiduclary responsibllity,
4735A Mental Health Psychiatrist Direct patient care
§121A Nurse Practitioner Direct patlent care
5139A Registered Nurse |, Sheriff Direct patient care
5140A Registered Nurss li, Sheriff Direct patient care
5141A Registered Nurse |ll, Sheritf Direct patient care
5276A Asst Mental Health Counsslor, RN Direct patient care
5278A Mental Health Counselor, BN Direct patlent care
5340A |Supervising Stalf Nurse 1, Sherift Direct patient care

Page 20f5
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EXHIBIT |

Attachment i

EXEMPTIONS TO THE HIRING FREEZE

ITEM NO. ITEM CLASSIFICATION REASON FOR EXEMPTION

6341A Supenvising Steff Nursa 1, Sheriff Direct patient care

5411M Physician, Post Graduate (2nd Year) Direct patient cars

5467J Mental Health Consultant, MD {Per Session) Direct palient care

5468 Glinic Physiclan, M.D. (Per Session) Diract patiant cara

6471F Consulting Speclalist, MD . - | Direct patlent care

5472J Consuiting Specialist, MD (Per Sesslon) Direct patient care

B5475A Physician, MD Direct patient care

5478A Senior Physician, MD Direct patient care

5859A QOccupational Therapy Supervisor | Direct patient care

58684A Substance Abuse Counselor Direct patlent care

8103A {Community Worker Direct patleni care

8111A. Moental Health Poer Advocats Direct patient cars

B161A Psychlatric Techniclan | Direct pationt care

B162A Psychiatric Techniclan |1 Direct patlent care

8163A Psychlatiic Technician llI Direct patient care

8593A Rehabllltation Counselor Il Direct patient care

8694A Clinical Psychology Intern Dirgct patient care

B695A Clinical Psychologist | Direct patient care

B8697A Clinical Psychelogist il Direct patient care

8711A Community Mental Health Psycholopist Direct patient care

8712A Sr Community Mental Health Psychologlst Dlrect pationt care

9001A Medical Case Worker | Direct patient care

S029A Mental Health Clinician | Direct patient care

8030A Mental Health Clinician {1 Dirgct patient care

9034A Paychiatric Soclal Worker | Direct patient care

S035A Psychiatric Soclal Worker il Direct patient care

S038A Supervising Psychiatric Social Worker Direct patient care

DEPARTMENT: PROBATION . :
__6T7AA Custodian {Juvenilg Halls) The Probation Department has standards to maintain. Policies, Procadures and :
- IDlfectives aré in pliica to mest these required standards to maintain-a-clean-and heaithy|
- environment at a Juvenila Hall for our clisnts, staif, volunteers, visitors and the general.

publlc. Regulatory agencles inspect our faillties on a routine basis 10 ensure that codes
and mandatos are met, The Corrections Standards Authority, Department of Health
Services, Department of Public Works, Los Angeles Firg Department, and Probation.
Commisslon conduct these Inspsctions. Custodians perform essential services that are
critical to the Dapariment to correctly maintaln compliance with these inspactions.

8608A Deputy Probation Oificer §, RT ("Camps") Tile 15, California Coda of Regulations, requiras a stalf to minor ratlo of 1:15 on duly
during waking hours. The Department of Justice investigation report of October 31, -
2008, suggests thal "the generally accepted professional standard is 1:8/10 during the
day.” The position will assist reduction of Youth on Youth violence and allow staff to
address and respond to incidents as they occur. They parform the less difficult and less
lcomplex tasks of professional level probatlon work. They observe, evaluate and
document Individual and group behavior. They facilitate and co-facilitate small group
interventions. They malntain group and Individuel behavior standards. Conduct the
living group pracess to include proper supervision of minors eating, showering,
restroom, visiting, scheol and recreational activitles. To minimize the use of costly
overtime that would result if the posiion remains unillled

8609A Daputy Probation Officer ll, RT ("Camps") fn addition to the duties of the Deputy Probation Officer |, carrles a caseload of more
complex cases. Coordinates the ongoling securlty of the dorm and facllity. Exercises
and displays a joumeyman level of knowledge in probation casework, counseiing and
other duties required In the camp setting. Conducts situational Investigations or minors
Involvemant in incidents and dalinquent behavior, Assist the Supewising Daputy
Probation Officer (SDPO) In training new probation persenne! and in other detalls the
SDPO may delegate to the DPO ll. To minimize the use of costly overtime that would
result I the posilion remalnsunfiled. |

8617A Group Supervisor, Nights (RTSB - "Camps”) Title 15, Califomia Code of Regulations, requires a staff to minor rallo of 1:30 during

sleep hours. The Depariment of Justice Investigation report of October 31, 2008,
suggests that “the generally accepted standard for staff-to-youth ratios at night Is
1:16/20. To De-Escalate potentially harmiul situations and supervise minors while
asleep or awake. To prevent suicide attempts, seli-injuries or escape attempts during
the night hours, thus, providing a safe and secure environment for minors during
stesping hours. Complete sscurlty checks by making sure the physical condition of the
slaeping quarters ara safe with proper lighting, secure windows, sacure doors, secure
perimeter, and etcstera. Provide emergency first ald and refer other medical problems
to approprials stafi. Compieie paperwork suchi as bsd charis, merit laddar, stesters. To
minimize the use of costly overtime that wauld result if the position remalns unfilled.
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Atlachmant i

[

EXEMPTIONS TO THE HIRING FREEZE

_ITEM NO. ITEM CLASSIFICATION “|REASON FOR EXEMPTION )
B8618A Group Supervisor, Nights (Detentlon Services Bureau) Essentlal tem that provides direct chiid supenvision within a Juventte hall or camp. To D
i ) ) Escalate poteniially harmiul situations and supervise minors while asleep or aweake. To
. {prevent suicide attempts, self-Injuries or escape attempts during the night hours. To
minimize the use of costly averlime thiat would result i the position remalns unfifled.
8655A Detention Service Officar Direct child supervision ftem within juvenile halls. State Corrections Standards Authority.
' -|(CsA) staffing raquirement of 1 TO 10 staffing in every Iiving unit to ensure compliance
with DOJ mandatas. The position will assist reduction of Youth on Youth violence and
allow slaff to address and respond to Incidents as they accur. To minimize the use of
costly overtime that wauld result if the pasition remalns unfilled.
8657A Sr. Detantion Services Officer Direct child supervision staff within Juvenile halls, essantial to meeting GSA staifing
ratio. To overses DSO and GSN steff. Counse! minors by giving support and modify
fminor's behavior. fnstruct staff on how to provide structure to minors in accepted soclal
norms. Instructs staff on how to prevent and respond to erisis situations in the living
units. To minimize the usa of costly overtime that would result If the position remains
unfilled.
8659A Supr. Detantion Sarvices Officer Superyises direct child supetvision staff In a juvenile hall, and provides criticat
compliance assurance for DOJ corrective actions. Review all reports such as special
Incldent reports, physical interventions reports, and special handling unit referrals,
Ensure that staff used proper intervention tschniques. Canduct Investigations
pertaining to stafl. Train Transportatian Deputy who are responsible for supervising
minors. Propare performance evaluations for staff. -
DEPARTMENT: PUBLIC HEALTH
5668 Environmental Health Techniclan Criticat Public Health Inspections
5670 Environmental Health Speclalist I Critical Public Health inspactions
5701 Health Facllities Consultation, Nursing Critical Public Health Inspections
5772 Radiation Protection Speciafist Critical Public Heelth Inspections
5778 Madical Radlation Physiclst Crltical Public Health Inspactions
5780 Head, Radiation Control Critical Public Health Inspections
DEPARTMENT: PUBLIC HEALTH - OFFICE OF AIDS PROGRAM & POLICY
- - 1767 EPIDEMIOLOGY ANALYST . . | |Ryan White CARE Act Requirement -
1769 EPIDEMIOLOGIST RAyan Whits CARE Act Requirerent
4613 HEALTH PROGRAM COORDINATOR Ryan White CARE Act Requirement
4848 HEALTH EDUCATOR Ryan White CARE Act Requirement
5133 REGISTERED NURSE | Ryan White CARE Act Requirement
5230 PUBLIC HEALTH NURSE Ryan White CARE Act Requirement
5479 CHIEF PHYSICIAN |, MD Ryan White CARE Act Requirement
6701 HLTH FACILITIES CONSULTANT,NURSE Ayan White CARE Act Requirement
8108 COMMUNITY SERVICES COUNSELOR Ryan White CARE Act Requirement
DEPARTMENT: PUBLIC SOCIAL SERVICES
2051 Soclal Worker Provides direct ¢lisnt services/Parrled class prometion
9179 Eliglbility Worker |l Provides direct client services/Parried class promotion
DEPARTMENT: SHERIFF
Analyzas, prepares reports, and disseminates technical Information and data refevant to
lactual and anticipated criminal activily to operational personnel lo increase the
93% Crime Analyst effectiveness of patro! deployment, crime pravention, and apprehension of suspects.
2217 Custody Recards Clerk | Perfarms spacialized clerical work in the Custody Division Sherf's Department.
Heceives training and practical experience, under immeditate supervision, in recelving
and responding to calls for emergency and non-emergency assistance at the Sheriff's
2450 Public Response Dispatcher | Department Communication Center
2704 Community Services Assislant Performs variely of routine law enforcement related service and suppor functions.
2707 Deputy Sherlif Trainoe Participates In a basic law enforcement training program.
Performs general law enforcement dutles to pratect life-and property and 1o preserve
. 1 - . . law and order. : . '
2708 . Deputy Sheriff (Laterals & Reinstatements) :
: T : Assists swom personnel in maintaining order and security ina custody detentionor
2749 Custody Assistant station jail facilily -
2827 Securily Assistant Assists sworn personnel In providing security and guarding County property.
2828 Security Officer Assists swomn personnel In guarding County propery. .
4331 Criminallstics Laboratory Technician Parforms standard chemical procedures to analyze specimens of evidentiary material.
Positions [n this class learn both field and laboratory analysis Including processing crime
4332 Forensic Identiflcation Spaclafist | scenes by recognizing, searching, coligcling, and presarving physica! evidence,
4333 Criminalist Performs physical and chemical analyses requlred In scientific ¢criminal invesligations
Performa field or laboratory analysis for pracessing and comparing fingerprints, and
4334 Forensic Identlficalion Speclalist I processing complex crime scenes.
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EXHIBIT |

Altachment Il

EXEMPTIONS TO THE HIRING FREEZE

ITEM NO.

REASON FOR EXEMPTION

ITEM CLASSIFICATION

4895 Clinical Laboratory Sciantist | Parforms ¢linical laboratory tests.
6100 Nursing Attendant I Providas prascribed care to patients in a correctional facllity.

Asslsts In the provision of nursing care and medical treatment of Inmate patients In a
5107 Nursing Assistant Sheriff's custody faciilty.

Provides professional nurslng care to Inmatea In a corractional facllity as raquired by
6139 Registered Nurse | Titls 15.

This experienced class provides indspendent, comprehensive professional nursing care

to a diverse group of petients in a variety of patient care settings and precepls or leads
5140 Registered Nurse i others.

This proficlent class focuses on applying extensive knowledge and skills to consistently
5141 Registered Nurse Il provide comprehensive care to inmate patients [n a Shariff's custody facility.
5214 Nursing Instructor Provides Instruction and training to nursing staff. ]

Supervises nursing activities on award orin a clinic in a large Sheriff's Custody facillty,
5340 Supervising Staft Nurse | inflrmary or an outlying custody faclity for a shift.

Provides specialized medical services to Inmates ina correctional facllity as required by
5476 Physician Speclalist, M.D. Title 15.

Performs a variety of tachnical and support pharmacy sarvices In a correctional facllity
5504 Phamacy Technliclan pharmacy.

Provides professional phamacy services in a correctional facility and provides technical
5512 Pharmagcist supervision 1o support parsonnel in the perdformance ol pharmacy dulles.

Periorms radiographic procedures employing the uss of X-rays to produce mages of
5798 Radiologic Technologist various patts of the body for the diagnasls of pathological and traumatic disorders.
7492 Hellcopter Mechanic Performs crilical mechenical duties on department aircrat.
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, Attachment lli
_ Exception Form - Requests for
Hiring, Services and Supplies or Fixed Assets
Department / Cluster:
'Request Date: .
[] Hiring
Exception Requested for: . ' .
(Please v one box) |:| Services and Supplies
D Fixed Assets
Program / Unit: 1B
Funding Description: $ One-time $ Ongoing $_____ Revenue Offset
 Funding Source:
'No. of Position(s) and Classification(s): No. of Positions Classification

Dept Org Org | Object Dollar
Fund | Code [ Level1 | Level2 | Category Amount

Services and Supplies or Fixed Assets

L RIS TR I
3 L

I_:I  Denied
=

e . Dfd ny employees on _th;. Métigation Y
Employee Mitigation List: List meet the requirements for this D e
hiring exception? —E No
Approved
| Budget Manager:. D PP. ‘
- o Signature Required [; D?n'ed'
' roved
Deputy Chief Executive Officer: = App_
Signature Required I; Denied
_r . | | Approved
Debbie Lizzari: =
Signature Required L_| Denied

Attachment lll Exception Form.doc




EXHIBIT |

Attachment IV

Guidelihes for Hiring, Services and Supplies & Fixed Assets Freeze

All requests for exemption must be submitted to your CEO budget analyst.

Services and Supplies / Fixed Assets:

Requests for partial exemption from the services and supplies and fixed assets
freeze shall be within the following guidelines:

¢ No travel and training expenditures unless reimbursed by self-funded or funded
by an outside source.

o Travel for Association meetings will not be allowed unless self-funded or
funded by outside source.

o Participation in Association meetings, staff fneetings or other networking
groups should be encouraged through the use of conference calls.

o Travel/ training for continuing education for licensure if required under an
MOU will be permitted.

o -Aftendance at meetings that presérve or-enhance-the County’s revenue
position will be exempt: : - S T

o Tuition reimbursement will be permitted for:

o Students currently enrolied in classes for the semester/quarter — after the
session ends, no further reimbursement is allowed.

o No new enroliees.

o Continuing education classes for licensure requirement will continue to be
reimbursed. :

o Mileage claims that are required as part of the job assignment will continue to be
reimbursed but departments should monitor all non-essential mileage and
encourage alternatives where approptiate such as conference calls.

e Reriovations that are currently underway may continue. New renovations are to .
be deferred unless the delay creates a heaith and safety issue.

"o Although the Management Council Fall Conference will be held, only time off will

be authorized for employees. All out-of-pocket expenses must be paid by the
employee. The Spring 2010 Conference will likely be cancelled.

e 4 mf
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EXHIBIT ]

Attachment Il

[ — I

EXEMPTIONS TO THE HIRING FREEZE
ITEM NO. ITEM CLASSIFICATION REASON FOR EXEMPTION

5504 . . |Pharmacy Techniclan Critical Anclllary Staff
5506 Radiophannacy Tech Critical Ancillary Staff
5508 Intern Pharmacist - Critical Anclllary Staff \
5512 Pharmacist Critical Ancillary Staff ’
5513 Clinical Pharmaclst . Critical Anclllary Staff
§514 Radiophamacist Critical Anclllary Stafl
5545 Cardlac Elettrodiagnostic Techniclan | Direct Patlent Care
6553 Anglography Techniclan Critical Ancillary Staff

. 5555 Cardiovasculat Technician Traines Direct Patient Care
5560 EEG Technician | Crltical Ancillasy Staff
5567 Pulmonary Physiology Tech | Direct Patient Care
5575 Renal Dialysis Equipment Technician Critical Ancillary Staff
5585 Raspiratory Care Practitioner 1 Diract Patient Cara
5535 Onthopedic Tech Critical Ancillary Staff
5603 Clinical Perfusion Techniclan Assistant Direct Patient Care
5604 Clinical Perfusion Technician Direct Patient Care
5606 Hospital Medical Assistant Ctitical Angillary Staff
5608 Ophthaimology Tech Critica! Ancillary Staff
5611 Optometrist Gritioal Anclilary Staff
5612 Orthoptic Tech Critical Ancillary Staff
5613 Urology Technician [ | {Direct Patlent Care
5772 Radiation Protection Specialist Critical Anclllary Stafl
5778 Madical Radiatlon Physlcist Critical Ancillary Staff
65764 Diagnostic Ultrasound Techniclgn Critical Ancillary Staff
5798 Radiologic Technologist Critical Anclllary Statf
6799 Radiologic Technologlst, Special Procedures Critical Angcillary Staff
5801 Radiatlon Therapy Tech Critical Ancillary Staff
5802 Nuclear Medicine Technologist | Critical Ancillary Staff
5836 Licensed Physical Therapy Assistant Dirgct Patient Care
5837 Physical Therapist | Diract Patient Care
5844 Physical Therapy Consultant: Equipment Critical Anclifary Staff
5856 Occupational Therapist1 Direct Patient Care” "~~~ -
5858 Certified Occupational Therapy Asslstant Direct Palient Care
5870 Recreation Therapy Assistant Diract Patlent Care
5871 Recreation Therapist | Direct Patient Care
56880 Podiatrist Direct Patient Care .
5882 Rehabliitation Therapy Techniclan Direct Patient Care
5886 Speech Pathology Assistant Direct Patlent Care
5887 Speech Pathologist | Direct Patient Care
5894 Audlologlst | Direct Patlent Care
6531 Medical Electronic Technician Critical Anclllary Staff
7071 Radiology Photographic Assistant Critical Ancillary Staff
7081 Madical Photographer Critical Ancillary Staff
8592 Rehabilitation Counsalor i Direct Patieni Care

9001 _ Medical Casewarker | Direct Patient Care
9013 Clinical Soclal Worker Direct Patient Care
9034 Psychiatric Social Worker | Direct Patient Care
9071 Children's Social Worker | Direct Patient Care
9328 Patient Helper Critical Anclilary Staff
DEPARTMENT: INTERNAL SERVICES
7202 Assistant Chief Stationary Engineer Supervises energy plant personnel and operations 24/7 operation
7203 Chief Stationary Engineer Supervises enargy plant personnel and operations 24/7 operation
7200 Stationary Engineer Gontrol Spacialist Monitors energy plant equipment performance
7793 Stationary Engineer Helper Maintain compliance with Article 15 - BU 401 MOU staffing levels
7198 Stationary Engineer Il Malntain compliance with Adicle 15 - BU 401 MQOU staffing levels
DEPARTMENT: MENTAL HEALTH ;

T 1479A Conservator/Administrator Assistant Supports direct client services; diract legal fiduciary responsibility.
1480A Deputy Public Conservator/Admr | Supports direct client salvices; diract legal fiduciary responsibllity.
4735A Mental Health Psychiatrist Direct patient care . .
5121A Nurse Practitioner Direct patient care
5139A Registerad Nurse |, Sheriff Direct patient cars
5140A Ragistered Nurse |I, Sherift Direct patient care
5141A Registered Nurse lll, Sheriff Dirgct patient care
5276A Asst Mental Health Counsslor, RN . Direct patient care
5278A Mental Health Counselor, RN Direct patlent care
5340A ISupervising Stalf Nurse |, Sheriff Direct patient care

Ve vaem e e e
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EXHIBIT |

Attachment 1l

|

EXENMPTIONS TQ THE HIRING FREEZE

ITEM NO. ITEM CLASSIFICATION REASQON FOR EXEMPTION

5341A Supervising Staff Nurss Il, Sheriff Direct patient care

5411M Physician, Post Graduate (2nd Year) Direct patient care

5467J Mental Heaith Consultant, MD (Per Session) Direct patient cars

6§468J Cfini¢ Physlclan, M.D, (Per Session) Direct patient care

5471F Consuiting Speclalist, MD A . |Direct pallent care

5472J Consulting Specialist, MD (Per Sesslon) Diract patient care

5475A Physician, MD Direct patient care

5478A Senior Physician, MD Direct patient care

5859A Qccupational Therapy Supervisor | Direct pationt care

5884A Substance Abuse Counselor Direct pailent care

8103A {Community Worker Diract patient care

8111A Mental Health Peer Advacate Direct patient care

8161A Psychlatric Technictan | Direct patient care

B162A Psychilatric Techniclan [1 Dirgct patlent care

B8163A Psychiatric Technician |l Direct patient care

8593A Rehabliitation Counselor Ii Dirgct patient care

B8694A Clinical Psychology Intern Dlrect patient care

B8695A Clinical Psychologist | Dlrect patient care

86S7A Clinical Psychologist il Direct patient care

8711A Community Mental Health Psychologist Direct patient care

8712A Sr Community Mental Health Psychologlst Direct patient care

S001A Medilcal Case Worker | Direct patient care

9029A Mantal Health Clinician | Direct patient care

9030A Mental Health Cliniclan Il Dlrect palient care

9034A Psychiatric Soclal Worker | Direct patient care

9035A Psychiatric Social Worker Il Direct patient care

9038A Supervising Psychiatric Soclal Worker Dirget patient care

DEPARTMENT: PROBATION . -
6774A |Custadian {Juvenila Halls) The Probation Department has standards to malntain. Policies, Procedures and
Directives are'in place to meet these required standards to-maintain a clean-and healthy
- environmant at a Juvenile Hall for our clients, staff, valunteers, visitors and the general.

public. Fegulatory agencles inspect our fagilities on a rautine basis 1o ensure that codes
and mandates are met. Tha Corrections Standards Authority, Deparimant of Health
Sarvices, Department of Public Works, Los Angeles Fire Department, and Probation
Commission conduct these Inspactions. Custodians perform essential services that are
critical to the Department to correctly maintaln compliance with these Inspections.

8608A Deputy Probation Officer |, RT ("Camps") Tille 15, California Code of Regulations, requires a steff 1o minor ratio of 1:15 on duty
during waking hours. The Departmenit of Justice investigation report of October 31, -
2008, suggests thel “the generally accepted professional standard is 1:8/10 during the
day.” The pasition will assist reduction of Youth on Youth viclencs and allow staffto
addrass and respond to Incidents as they occur. They perform the less ditficult and less
complex tasks of professional level prebation work. They obsetye, evaluate and
document Individual and group behavior. They faciiitate and co-facliitate smell group
interventions. They maintain group and Individual behavior standards. Conduct the
fiving group pracess to include proper suparvision of minors eating, showering,
restroom, visiting, school and recreational activities. To minimize the use of costly
overtime that would result if the position remalns unfllled

BBO9A Deputy Prabation Officer I, RT ("Camps”) In addition 1o the duties of the Deputy Probation Officer |, carrles a caseload of more
complex cases. Coordinates the ongoing security of the dorm and facllity. Exercises
and displays a Journayman level of knowledge in probation casework, counseling and
othar duties required In the camp setting. Conducts situational Investigatione or minors
involvernent in incidents and delinquent behavior. Assist the Supervising Deputy
Probation Officer (SDPO) in training new probation personnel and in other detalls the
SDPO may delegate to the DPO II. To minimize the use of costly ovartime that would
rosult if the poslition remalns unfilied.

8617A Group Supervisor, Nights (RTSB - "Camps") Titla 15, California Code of Regulations, requires a stalf to minor ratio of 1:30 during

s

sleep hours. Tha Departmant of Justice Investigation report of October 31, 2008,
suggests that “the generally accepted standard for staff-to-youth ratios at night Is
1:16/20. To De-Escalate potentially harmful situations and supervise minors while
asloep or awake. To prevent sulcide attempts, self-injuries or escape attempts during
the night hours, thus, providing a safe and secure environment for minors during
slesping hours. Complate securlly checks by making suro the physlcal condition of the
sleeping quarters ars safe with praper lighting, secure windows, secure doors, 66¢ure
perimster, and etcetera. Provide emergency first ald and refer other medical problems
to appropriate steff, Complete papsrwork such as bed charls, meit ladder, etcstera. To
minimize the use of coslly cvertime that would result if the position remalns unfilled.
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Attachmant Il

EXEMPTIONS TO THE HIRING FREEZE

ITEM CLASSIFICATION

_ITEM NO. REASON FOR EXEMPTION
8618A Group Suparvisor, Nights (Detentlon Services Bureau) Essentlal Rem that provides direct child supervision within a Juvenile hall or camp. To D
Escalate potentially harmful situations and supeMse minors while asleep or awake . To
. |prevent sulclde ettempts, self-Injuries or ascape attempts during the night hours. To
| |minimize the use of costly overtime that would result If the position remains unfifed.
8655A Detention Service Officer Direct child supervision item within juvenils halls. State Corrections Standards Authority.
’ (CSA) statfing requirement of 1 TO 10 staffing in every living unit to ensure compliance
with DOJ mandates. The position will asslst reduction of Youth on Youth vielence and
allow staff to address and respond 1o incidents as they occur. To minlmize the use of
costly overtime that would result if the position ramains unfillad.
8657A 8r. Detention Services Officer Direct child supervision staff within Juvenile halls, esssntial o meeting CSA statfing
ratio. To overses DSO and GSN stalf, Counsel minors by giving support and modlfy
minor’s behavior. Instruct staff on how to provide siructura to minors In accepted soclal
norms. Inatructs staff on how to prevent and respond to crisls situations in the fiving
units. To minimize the use of costly overtime ihat wauld result If the position remains
unfilled.

- 8659A Supr. Detention Sarvices Officer Suparylses direct child supervision staff In a Juvenile hall, and provides critical
compliance agssurance for DOJ corrective actions. Review all reports such as special
incldent raporis, physical Interventions reports, and spacial handling unit referrals,
Ensure that staif used praper intervention technlques. Conduct investigations
pertaining to stafl. Train Transportation Deputy who are responsible for supervising
minors. Prepare performance evaluations for staff. -

DEPARTMENT: PUBLIC HEALTH
5668 Environmental Health Technician Critical Publlc Health Inspections
§670 Environmental Health Specialist [* Critical Public Health Inspections
5701 Health Facilittes Consultation, Nursing Critical Public Health Inspections
5772 Radiatien Protection Spacialist Criticat Public Health Inspections
5778 Medical Radlation Physiclst Critical Public Health Inspections
5780 Head, Radlation Control Critical Public Health Inspections
DEPARTMENT: PUBLIC HEALTH - OFFIGE OF AIDS PROGRAM & POLICY
1757 EPIDEMIOLOGY ANALYST : Ryan White CARE Act Requirement - .
1759 EPIDEMIOLOGIST ) Ryan White CARE Act Reguirement
4613 HEALTH PROGRAM COORDINATOR Ryan White CARE Act Requirement
4848 HEALTH EDUCATOR Ryan White CARE Act Requlrement
5133 REGISTERED NURSE | Ryan White CARE Act Requirement
6230 PUBLIC HEALTH NURSE - |Ryan White CARE Act Requirement
5479 CHIEF PHYSICIAN |,MD Ryan White CARE Act Requirement
65701 HLTH FACILITIES CONSULTANT,NURSE Ryan Whits CARE Act Requirement
8108 ICOMMUNITY SERVICES COUNSELOR RAyan White CARE Act Requirement
DEPARTMENT: PUBLIC SOCIAL SERVICES
8051 Soclal Worker Provides direct client services/Parried class promotion
9179 Ellgibility Worker Il Provides direct client services/Parried class promotion
DEPARTMENT: SHERIFF
Analyzes, prepares reports, and disseminates technical Information and data relevant to
actual and anticipated criminal activily to operational personnel to increase the
939 Crime Analyst aHactiveness of patrol deployment, crime pravention, and apprehension of suspects.
2217 Custody Records Clerk | Perlorms specizlized clerical work In the Custody Division Sheriff's Depariment.
Receives tralning and practical axperience, under immediate supervision, In recelving
and responding to calls for smergency and nan-emergency assistance at the Sherifl's
2450 Public Response Dispatcher | Department Communication Center
2704 Community Services Assistant Parforms varlsty of routine law enforcement related service and suppori funclions.
2707 Deputy Sheriff Trainee Participates in a basic law enforcement training program.
Performs general law enforcement dutles to pratect life and property and to preserve
' . law and order.
2708 Deputy Sheriff (Laterals & Reinstatements)
o e e e e T S - |Asslsts swom personnel in malntaining order and security-in a custody.detention.or -
2749 Custody Assistant station jail facility
2827 Securily Assistant Assists sworn personnel In providing security and guarding County properly.
2828 Security Officer Assists swom personnel in gquarding County property.
4331 Criminalistics Laboratory Tachnician Performs standard chemical procedu _e_slg_a_ry_lyz_egpechnens of evidentiary materal,
Positlons in this class learn both field and iaborafory analys's Including processing crime
4332 Foranslc Identification Spociallst ! scenes by recognizing, searching, collecling, and preserving physical evidence,
4333 Criminalist Patforms physical and chemical analyses requlred in scientilic ¢riminal Investigations
Parforma field or laboratory analysis for processing and comparing fingerprints, and
4334 Forensic ldentification Speclalist il processing complex crime scenes. X
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EXHIBIT |

Attachment il
EXEMPTIONS TO THE HIRING FREEZE
ITEM NO. ITEM CLASSIFICATION REASON FOR EXEMPTION
4895 Clinical Laboratory Sclantist | Parforms clinical laboratory tests.
5100 Nursing Attendant il Provides prescribed care to patients in & correctional facllity.
- . Aaslsts in the provisian of nursing care and megical traatment of Inmata patieats in a
5107 Nursing Assistant Sheriff's custody lacility.
. Provides prafessional nursing care to Inmatea in a correctional tacliity es raquired by
5139 Registered Nurse | Title 15.
This experienced class provides Independent, comprehensive professional nursing care
to a diversa group of patients in a variety of patient care settings and precspls of leads
5140 Reglstered Nurse i othars.
This proficient class focuses on applying extensive knowledge and skills to consistantly
5141 Registered Nurse I} provide comptehensive care 1o inmate patlents in & Sherili's custody facility.
5214 Nursing Instructor Provides Inatruction and tralning 10 nursing staff, ]
Supervises nursing acfivilies on a ward or in & clinic In a large Sheriff's Custody facllity,
5340 Supervising Staff Nurss | infirmary or an oullying custody facllity for a shift.
Providas spaclalized medical services to Inmates In & corractional facllity as required by
5476 Physician Specialist, M.D. Title 15.
Performs a vanety of technical and support pharmacy services ina correctional {acllity
5504 Pharmacy Techniclan pharmacy.
Provides professional pharmacy services In a correctional facilily and provides echnical
5512 Pharmacist supervision fo support personnel in the pedormance of pharmacy duties.
Periorms radiographic procedures employing the use of X-rays 1o produce images of
5798 Radiologic Technologist various patts of the body for the diagnosis of pathological and traumatic disorders.
7492 Hellcopter Mechanic Performs critical mechanical duties on department aircratt.
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Exception Form - Requests for

~ Hiring, Services and Supplies or Fixed Assets

EXHIBIT |

Attachment lil

‘Department / Cluster:

Request Date:

] Hiring
Exception Requested for:

(Please v“one box) -
Fixed Assets

L

|:| Services and Supplies

Program / Unit:

Funding Description:

$ Onetime $ Ongoing $____ Revenue Offset

Funding Source:

No. of Position(s) and Classification(s): No. of Positions Classification
Dept Org Org Dollar
Fund | Code | Leveli | Level2 Amount

Services and Supplies or Fixed Assets

SRR

iasie iAo i
e R
Signature Required
Administrative Deputy or higher)

Dol

R

Department Approval:

o S

CEO Budget Analyst:

H AT RO B AT S A ° Ty 2 2l p o, R R olei
mmendationforAD
; o SRR S 7

s Y 5 : 3 sl ahided 2Lt ISR
e . Did any employees on the Mitigation Yes
Employee Mitigation List: List meet the requirements for this
hiring exception? : No
Approved
Budget Manager: D PP.
Signature Required D Dgnled
. e - 1]  Approved
Deputy Chief Executive Officer: :
Signature Required D Denied
. . :l Approved
Debbie Lizzari: — :
Signature Required | | Denied

Attachment Ill Exception Form.doc




EXHIBIT |

Attachment IV

Guidelihes for Hiring, Services and Supplies & Fixed Assets Freeze

All requests for exemption must be submitted to your CEO_budget analyst.
Services and Supplies / Fixed Assets:

Requests for 'partial exemption from the services and supplies and fixed assets
freeze shall be within the following guidelines:

¢ No travel and training expenditures unless reimbursed by self-funded or funded
by -an outside source.

o Travel for Association meetings will not be allowed unless self-funded or
funded by outside source.

o Participation in Association meetings, staff meetings or other networking
groups should be encouraged through the use of conference callls.

o Travel / training for continuing education for licensure if required under an
MOU will be permitted.

—— o—Attendance at meetings thatrpresérve or enhance the County’s revenue
position will be exempt: - - - e C

o Tuition reimbursement will be permitted for:

o Students currently enrolled in classes for the semester/quarter — after the
session ends, no further reimbursement is allowed.

o No new enrollees.

o Continuing education classes for licensure requirement will continue to be
reimbursed. '

 Mileage claims that are required as part of the job assignment will continue to be
reimbursed but departments should monitor all non-essential mileage and
encourage alternatives where appropriate such as conference calls.

e Reriovations that are currently underway may continue. New renovations are to
be deferred unless the delay creates a health and safety issue.

"e Although the Management Council Fall Conference will be held, only time off will

be authorized for-employees. All out-of-pocket expenses must be paid by the
employee. The Spring 2010 Conference will likely be cancelled.
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| EXHIBIT |
Attachment IV

Guidelines for Hiring, Services and Supplies & Fixed Asséts Freeze

» Departments should limit participation. in all training programs. that have direct
costs attached.

* No fixed assets expenditures unless equipment is deemed non-repairable and
‘essential.

Hiring Requests:
Hiring Freeze exemptions shall include:
« Critical health and safety.
o Positions required as a result of a court settlement.

¢ Positions that would create an immediate revenue loss that more than pays for
the position.

e Seasonal positions required under various Memorandum of Understandings.
Additional Hiring Guidelines: |
e New hlre employees that accepted the posmon prior to February 10, 2009 willbe

honored.

"« New hire positions that were in the process of clearing background checks will
also continue to be honored.

e Positions that were previously approved for hiring where positions remain unfilled
are now rescinded.

¢ Internal departmental promotions are exempt. Promotions that result in a new
hire to a department must be approved by the CEOQ.

e Transfers from one department to another are NOT EXEMPT unless an offer was
made prior to February 10, 2009. The requesting department must justify and
receive approval from the CEQ's office for the transfer. . The releasing
depariment may not backfili the position without prior approval from the CEO’s
office.

- o If the position generates revenuse, justification is required to explain why
“department "cannot backfill with existing: staff that is not revenue offset and
explain whether the position has an immediate impact on revenue.
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EXHIBIT |
Attachment IV

Guidelines for Hiring, Services and Supplies & Fixed Assets Freeze

o Depariment cannot request hiring exception if vacancy rate is less than 35%. If a
function within a department has a vacancy rate over 35%, exceptions shall be
approved to the extent that it brings the vacancy rate immediately below 35%.

« If the vacant position remains unfilled and will result in new costs, departments
must explain why. '




EXHIBIT|
ATTACHMENT B

PROCEDURES TO REQUEST EXCEPTIONS FOR SERVICES AND SUPPLIES &
FIXED ASSET APPROPRIATION FREEZE :

Situations may arise that require a partial exemption from the services and supplies &
fixed assets appropriation freeze. Please review the Guidelines for Hiring, Services
and Supplies & Fixed Assets Freeze (Attachment IV) that have been developed by
the Chief Executive Office. .

If due to the appropriation freeze, a budget unit's appropriation becomes overdraft,
departments may take the following steps so that their appropriation is no longer
overdraft. Steps should be taken in the following order:

1. Reduce Encumbrances ~ Departments should review all encumbrances to
determine if any encumbrances already established can be reduced.

2. Request a Reduction to the Amount Frozen — Complete the Exception
Request for Hiring, Services and Supplies or Fixed Assets form and submit it
to your CEO budget analyst. if your CEO budget analyst agrees with your
request, their recommendation will be submitted to a CEO Budget Manager and
Deputy Chief Executive Officer for approval. Final approval rests with the
County's Chief Budget Officer.

When completing the Exception Request for Hiring, Services and Supplies or
- Fixed Assets (Attachment [ll) form ensure that the eCAPS. Financial System
accounting codes are properly completed for the budget unit in question.

3. Approved requests to reduce frozen appropriation levels will be forwarded to
CEO Finance, who will coordinate with the Auditor-Controller to make the
necessary changes in the eCAPS Financial System.

If you have any questions, please contact your CEO budget analyst or Matt McGiloin
in CEO Finance at (213) 974-1694.
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EXHIBIT Il

CLARIFICATION TO MARCH 5, 2009 ATTACHMENT IV - GUIDELINES FOR HIRING

1. Are Blanket Authority Exception Requests Permitted for Large Numbers of
Positions and/or when Multiple Site Visits may be Required? .

Blanket Authority Exception Requests are permitted and can be ‘reused’,

- however departments are responsible to ensure they are within the blanket
authority limitations approved by the Chief Executive Office (CEO). To assist
CEO Analysts confirm that departments are within the limitations of the approved
request, the Exception Request (Attachment Ili) has been modified to include the
total number of positions approved for Blanket Authority, number of transactions
entered during each appointment and the balance of blanket authority positions
pending input. Use one Exception Request for each classification approved for
Blanket Authority. The total number of positions approved for Blanket Authority
must be indicated as a number, and not specified as ‘up to ordinance authority’.
Departments must attach all Summary Transaction Sheets related to the Blanket
Authority to the approved request. After the blanket authority limitation is
reached, a new Exception Request must be approved by the CEO.

2. Is it Acceptable to Reuse a Prior Approved Exception Form for CWTAPPS Entry?

Except in the case of a Blanket Authority Exception Request (see above), a copy

~——of an approved Exception Form- should not be ‘reused’ as an - approval for
subsequent CWTAPPS entries. Even in cases where the CEO approves a
position that is subsequently ‘tumed-over’ quickly, the department must again
obtain CEO approval, as this is considered a new hire. The Summary
Transaction Sheet number of positions, classifications and employee names
must ‘tie back’ and be attached to the approved Exception Request Form for all
CWTAPPS transactions. The Exception Request (Attachment Ill) has been
updated to include spaces for employee names.

4. Is There a Need For and/or What is the Manager Level Required for Signature on
the Summary Transactions Sheet for CWTAPPS Input?

The Summary Transaction Sheet for CWTAPPS Input (Attachment 1) must be
approved at the level of Administrative Deputy or higher, or managers/staff that
have the authority to sign for this level. The Transaction Sheet was revised to
include a contact number as well, in case there are questions regarding the input.
Also, the Summary Transaction Sheet must be attached to the Exception
Request Form (Attachment Ill), which must be signed by the CEO Budget
Analyst, Budget Manager and DCEO.

5. What is the Procedure for Updating the Hiring Exemption List?

Several critical positions were omitted from the Exemption List initiaily prepared
in March 2009. If there is a critical health or safety position that must be added



EXHIBIT Il

to the exempted position list, notify your CEO Budget Analyst immediately to
obtain clearance to add the item to the list. Your CEO Budget Analyst will send
an email to CEO — Compensation Policy Division approving the item as exempt,
and then notify CEO Finance to update the Exemption List. CEO Finance will
update the list and provide it to the CEO — Compensation Policy Division. If the
CEO Budget Analyst does not notify CEO — Compensation Policy Division via
email that the item has been approved for the exempted position list, the
department will not be able to enter the item into CWTAPPS. Attachment Il has
been updated to reflect several additional critical positions for Health Services
and Public Social Services. ‘

Travel and Training Exception Requests

Effective immediately departments no longer need to obtain approval from the
CEO for their travel and training requests. Departments are encouraged to
exercise discretion in what they approve and to continue to limit participation in
training programs that have direct costs. CEO approval is still required for all
other services and supplies and fixed assets requests.



HIRING FREEZE - SUMMARY TRANSACTION SHEET FOR CWTAPPS INPUT Attachment |
(EXEMPT POSITIONS AND EXCEPTIONS)

APPROVED EXCEPTIONS REQUEST (SIGNED BY DEPUTY CHIEF EXECUTIVE OFFICER) MUST BE ATTACHED

DEPARTMENT: - DATE:

DEPARTMENT APPROVAL
. PRINT NAME SIGNATURE Contact Phana Number

(Signature of Adminisirative Deputy or Highar)

IETHIS IS FOR A BLANKET AUTHORITY APPROVAL, INDICATE THE NUMBER OF POSITIONS FOR THE FOLLOWING: . -

BLANKET AUTHORITY LIMIT * PREVIOUSLY ENTERED IN CWTAPPS CWTAPPS ENTRY TOTAL THIS VISIT BALANCE

*(Enter a Number - Do Not #

T e
.

ST
S oatE

1.

12.

13.

15.

18.

19,

10-15-09 Attachment i Hiing Fraeze - Summary Trnsaction Sheal 1aot1



Attachment Il

EXEMPTIONS TO THE HIRING FREEZE -
ITEM NO. ITEM CLASSIFICATION REASON FOR EXEMPTION
DEPARTMENT: FIRE . :
- All items are exempt - - Special District funds (including Lifeguards which are seasonal)
DEPARTMENT: HEALTH SERVICES
5068 Ambulance Dispatcher Critical Anclllary Staff
5065 Ambulance Driver Critical Ancillary Staft
5066 Ambulance Medical Technician Direct Patient Care
5553 Angiography Techniclan Critical Ancillary Staff
5894 [Audiologist 1 Direct Patient Care
4878 Autopsy Technician Critical Anclllary Staff
4879 Autopsy Technician, Photography Critical Ancillary Staff
4979 Blood Gas Laboratory Technician | Critical Ancillary Staff
5545 Cardiac Electrodiagnostic Technician 1 Direct Patient Care
5555 Cardiovascular Technician Trainee Direct Patient Care
5082 Central Service Tech | Critical Ancillary Staff
5858 Cerlified Occupational Therapy Assistant Direct Patient Care
8071 Children’s Social Worker | Direct Patient Care
5090 Clinic LVN 1 Direct Patlent Care
5087 Clinic Nursing Attendant | Direct Patlent Care
5469 | Clinic Physician, MD Direct Patient Care
5468 Clinic Physician, MD/Per Session |Direct Patient Care
4922 Clinical Chemist Critical Ancillary Staff
4921 Clinical Geneticist, Medical Center Critical Ancillary Staff
5208 Clinical Instructor Direct Patient Care
4919 Clinical Microblologist 1 Critical Ancillary Staff
5357 Clinical Nurse Specialist Direct Patient Care
5604 Clinical Perfusion Techniclan Direct Patient Care
5603 Clinical Perfusion Techniclan Assistant Direct Patient Care
5513 Clinical Pharmacist . Critical Ancillary Staff
9013 Clinical Social Worker Direct Patlent Care
5471 Consulling Speclalist, MD Direct Patient Care
5472 Consuiting Specialist, MD/Per Sesslion Direct Patient Care
4959 Cytology Laboratory Tech | Critical Ancillaty Staff
4745 Dental Assistant Direct Patient Care
4746 Dental Assistant, Special Procedures Direct Patlent Care
_ 4781 Dental Hygienist Direct Patient Care . -
4757 - Dental Intem Direct Patient Care
4748 Dental Laboratory Radiologic Tech Critical Anciliary Staft
4760 Dental Resident Direct Patient Care
4767 Dental Specialist Direct Patient Care
4750 Dental Techniclan Critical Ancillary Staff
4763 Dentlst Direct Patient Care
5794 Diagnostic Ultrasound Technician Critical Ancillary Staff
5560 EEG Technician | Critical Ancillary Staff
4936 Electron Microscopy Specialist Critical Ancillary Staff
5089 Home Nursing Attendant Direct Patient Care
5606 Hospital Medical Assistant Critical Ancillary Staff
5508 intern Pharmacist Critical Ancillary Staff
4976 Laboratory Assistant Critical Anclllary Staff
4974 | |Laboratory Aftendant [Critical Ancilary Staff___
4902 Laboratory Quality Control Coordinator Critical Ancillary Staff
5836 Licensed Physlical Therapy Assistant Direct Patient Care
5104 LVNI Direct Patient Care
9001 Medical Caseworker | Direct Patlent Care
6531 Medical Electronic Technician Critical Ancillary Staff
7081 Medical Photographer Critical Ancillary Staff
5778 Medical Radiation Physicist Critical Anciltary Staff
" 4899 Medical Tech, Data Systems |Critical Ancillary Stafi--
4895 Medical Technologist | Critical Ancillary Staff
5055 Mortuary Attendant Critical Ancillary Staff
5802 Nuclear Medicine Technologist 1 Critical Ancillary Staff
5359 Nurse Midwife Direct Patient Care
5121 Nurse Praclitioner Direct Patient Care
5098 Nursing Attendant | Direct Patient Care
4866 | Occupational Health Physiologist | Direct Patient Care e
5856 Qccupational Therapist | Direct Patient Care
5608 Ophthalmology Tech Critical Ancillary Staff

10/15/2009




Attachment Il

EXEMPTIONS TO THE HIRING FREEZE

ITEM NO. ITEM CLASSIFICATION REASON FOR EXEMPTION
5611 Optometrist Critical Ancillary Staff
5595 Orthopedic Tech Critical Ancillary Staff
5612 Orthoptic Tech Critical Ancillary Staff
9328 Patient Helper Critical Ancillary Staff
5512 Pharmacist Critical Ancillary Staff
5501 Pharmacy Helper Critical Ancillary Staff
5504 Pharmacy Techniclan Critical Ancillary Staft
4977 Phlebotomy Technician | Critical Ancillary Staff
6837 Physical Therapist | Direct Patient Care
5844 Physical Therapy Consultant Equipment Critical Anclllary Staff
5047 Physician Assistant Direct Patient Care
5408 Physician Postgraduate | Direct Patient Care
5477 Physician Specialist, MD Direct Patient Care
5475 Physician, MD Direct Patient Care
5421 Physician, MD (As Needed/OT) Direct Patient Care
5422 Physiclan, MD/Emergency Room Direct Patient Care
5411 Physlcian, Post Graduate Direct Patient Care
5880 Podiatrist Direct Patient Care
4885 Prosector Critical Ancillary Staff
9034 Psychiatric Social Warker | Direct Patient Care
5567 Pulmenary Physiology Tech | Direct Patient Care
5772 Radiation Protection Specialist Critical Ancillary Staff
5801 Radlation Therapy Tech Critical Ancillary Staff
5798 Radiclogic Technologist Critical Ancillary Staff
5799 Radiologic Technologist, Special Procedures Critical Ancillary Staff
7071 Radiology Photographic Assistant Critical Anciltary Staff
5514 Radiopharmacist Critical Ancillary Staff
5506 Radlopharmacy Tech Critical Ancillary Staff
5871 Recreation Therapist | Direct Patient Care
5870 Recreation Therapy Assistant _ | Direct Patient Care
5133 Registered Nurse | |Direct Patient Care )
5134 Registered Nurse il Direct Patient Care
5135 Registered Nurse Il Direct Patient Care
5108 Rehabilitation Associate Direct Patient Care
8592 Rehabilitation Counselor | Direct Patient Care
5882 Rehabilitation Therapy Technician Direct Patient Care
5261 Relief Nurse Direct Patient Care
5575 Renal Dialysis Equipment Techniclan Critical Ancillary Staff
5585 Respiratory Care Practitioner | Direct Patient Care
5118 Senior Student Worker Nursing Direct Patient Care
5887 Speech Pathologist | Direct Patient Care
5886 Speech Pathology Assistant Direct Patient Care
5113 Student Worker Nursing Direct Patient Care
5415, Supervisor of Residents, M.D. Direct Patient Care
5111 Surgical Technician Direct Patient Care
4954 Tissue Analysis Technician | Critical Ancillary Staff
4953 Tissue Analysis Technician Trainee Critical Ancillary Staff
4948 Toxicology Tech Critical Ancillary Staff
5096 Unit Support Assistant Direct Patient Care
5613 Urclogy Technician | Direct Patient Care
4773 Visiting Dentist/Dally Direct Palient Care
4772 Visiting Dentist/Per Session Direct Patient Care
DEPARTMENT: INTERNAL SERVICES
7202 Asslstant Chief Stationary Engineer Supervises energy plant personne! and aperations 24/7 operation
7203 Chlef Stationary Engineer Supervises energy plant personnel and operations 24/7 operation
7200 Stationary Engineer Control Specialist Monitors energy plant equipment performance
7793 Stationary Engineer Helper Maintain compliance with Article 15 - BU 401 MOU staffing levels
7198 Stationary Engineer Il Maintain compliance with Article 15 - BU 401 MOU staffing levels
DEPARTMENT: - | |MENTAL HEALTH
5276A Asst Mental Health Counselor, RN Direct patient care
5468J) Clinic Physician, M.D. (Per Session) Direct patient care
B8695A Clinical Psychologist | Direct patient care
8697A Clinical Psychologist [l Direct patient care
B8694A Clinical Psychology Intern Direct patient care
8711A Community Mental Health Psychologist Direct patient care
8103A Community Worker Direct patient care

10/15/2009
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Attachment Il

EXEMPTIONS TO THE HIRING FREEZE
ITEM NO. ITEM CLASSIFICATION REASON FOR EXEMPTION
| 1479A Conservator/Administrator Assistant Supports direct client services; direct legal fiduciary responsibllity.
B 5471F Consulting Speclalist, MD Direct patient care : o
5472J - Corsulting Specialist; MD (Per Session) Direct patient care- - -

1480A - Deputy Public Conservator/Admr 1 Supporis direct client services; direct legal fiduciary responsibility. -

9001A Medical Case Worker | Direct patient care -

9029A Menta} Health Cliniclan | Direct patient care

9030A Mental Health Cliniclan Il Direct patient care

5467J Mental Health Consultant, MD (Per Session) Direct patient care

5278A Mental Heaith Counselor, RN Direct patlent care

8111A Mental Health Peer Advocate Direct patient care

4735A Mental Health Psychiatrist Direct patient care

5121A Nurse Practitioner Direct patient care

5859A Qccupational Therapy Supervisor | Direct patient care

5475A Physician, MD Direct patient care

5411M Physlcian, Post Graduate (2nd Year) Direct patient care

9034A Psychiatric Soclal Worker | Direct patient care

9035A Psychiatric Social Worker Il Direct patient care

8161A Psychiatric Techniclan 1 Direct patient care

8162A Psychiatric Technician Il Direct patlent care

8163A Psychlatric Techniclan Il Direct patient care

5139A Reglstered Nurse 1, Sheriff Direct palient care

5140A Registered Nurse i1, Sheriff Direct patient care

5141A Registered Nurse Iil, Sheriff Direct patient care

8593A Rehabilitation Counselor I Direct patient care

5478A Senior Physlician, MD Direct patient care

8712A Sr Community Mental Health Psychologist Direct patient care

5884A Substance Abuse Counselor Direct patient care

9038A Supervising Psychiattic Sacial Warker Direct patient care

5340A Supervising Staff Nurse |, Sheriff Direct patient care

5341A Supervising Staff Nurse I, Sheriff Direct patient care

" DEPARTMENT: _| [PROBATION '— _

B6774A Custodian (Juvenile Halls) The Probation Depariment has standards to maintain. Policles, Procedures and
Directives are in place to meet these requlred standards to maintain a clean and health
environment at a Juveniie Hall for our clients, staff, volunteers, visitors and the general
public. Regulatory agencies inspect our facilities on a routine basis to ensure that codes
and mandates are met. The Corrections Standards Authority, Depariment of Health
Services, Department of Public Wotks, Los Angeles Fire Depariment, and Probation
Commission conduct these inspections. Cuslodians perform essential services that are
critical to the Department to correctly malntain compliance with these Inspections.

8608A Deputy Probation Officer 1, RT ("Camps”) Title 15, California Code of Regulations, requires a staff to minor ratio of 1:15 on duty
during waking hours. The Department of Justice investigation report of October 31,
2008, suggests that "the generally accepled professional standard is 1:8/10 during the
day.” The position will assist reduction of Youth on Youth viclence and allow staff to
address and respond to incidents as they occur. They perform the less difficult and less
complex tasks of professional levei probation work. They observe, evaluate and

~ |document individual and group behavior. They facilitate and co-facilitate small group
Interventions. They maintain group and individual behavior standards. Conduct the
living group process to include proper supervision of minors eating, showering,
restroom, visiting, school and recrealional activities. To minimize the use of costly
overtime that would result if the position remains unfilled

8609A Deputy Probation Officer lil, RT ("Camps") In addition to the duties of the Depuly Probation Officer |, carries a caseload of more
complex cases. Coordinates the ongoing security of the dorm and facility. Exercises
and displays a journeyman level of knowledge in probation casework, counseling and
other duties required In the camp setting. Conducts situational Investigations or miners
involvernent in incidents and deflinquent behavior. Assist the Supervising Deputy
Probation Officer (SDPOY) in training new probation personnel and in other detalils the
SDPO may delegate fo the DPO Il To minimiize the usé of costly overtime that would
result if the position remalns unfilled.

8655A Detention Service Officer Direct child supervision item within juvenile halls. State Corrections Standards Authority
(CSA\) staffing requirement of 1 TO 10 staffing In every living unit to ensure compliance
with DOJ mandates. The position will assist reduction of Youth on Youth violence and
allow staff to address and respond to Incidents as they occur. To minimize the use of
costly overtime that would result if the position remains unfilled.

10/15/2009 Page 30of5
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EXEMPTIONS TO THE HIRING FREEZE

ITEM NO. ITEM CLASSIFICATION REASON FOR EXEMPTION .

8618A Group Supenvisor, Nights (Detention Services Bureau) Essential iem that provides direct child supervision within a juvenile hall or camp. To Dd
Escalate potentially harmful situations and supervise minors while asleep or awake . Ta
prevent sulcide attempts, seif-injurles or escape attempts during the night hours. To
minimize the use of costly overtime that would resuit if the position remains unfitied.

8617A Group Supervisor, Nights (RTSB - "Camps”) Tilie 15, California Code of Regulations, requires a staff to minor ratio of 1:30 during
sleep hours. The Department of Justice Investigation report of October 31, 2008,
suggests that "the generally accepted standard for staff-lo-youth ratios at nightis
1:16/20. To De-Escalate potentially harmful situations and supervise minors while
asleep or awake. To prevent suicide attempts, self-injuries or escape attempts during
the night hours, thus, providing a safe and secure environment for minors during
sleeping hours. Complete security checks by making sure the physical condition of the
sleeping quarters are safe with proper lighting, secure windows, secure doors, secure
perimeter, and etcetera. Provide emergency first aid and refer other medical problems
to appropriate staff. Complete paperwork such as bed charts, merit ladder, etcetera. To|

Iminimize the use of costly overtime that would result if the position remains unfilied,

8657A Sr. Detention Services Officer Direct child supervision staff within juvenite halls, essential to meeting CSA staffing
ratlo. To oversee DSO and GSN staff. Counsel minors by giving support and modify
minor's behavior. Instruct staff on how to provide structure to minors in accepted social
norms. Instructs staff on how to prevent and respond to crisis situations in the living
units. To minimize the use of costly overtime that would result if the position remains
unfilled.

8659A Supr. Detention Services Officer Supervises direct child supervision staff in a juvenile hall, and provides critical
compliance assurance for DOJ corrective actions. Review all reports such as special
incident reports, physical interventions reports, and special handling unit referrals.
Ensure that staff used proper Intervention technigues. Conduct investigations
peitaining to staff. Train Transportation Deputy who are responsible for supervising
minors. Prepare performance evaluations for staff.

DEPARTMENT: PUBLIC HEALTH
5668 Environmental Health Technician Crifical Public Health inspections-
- 5670 |-|Environmental Health-Speclalist-I* Critical Public Health Inspections

5701 Health Facilities Consultation, Nursing Critical Public Health Inspections

5772 Radiation Protection Specialist Critical Public Health Inspections

5778 Medical Radiation Physicist Critical Public Health Inspections

5780 Head, Radiation Control Critical Public Health Inspections

DEPARTMENT: PUBLIC HEALTH - OFFICE OF AIDS PROGRAM & POLICY

1757 EPIDEMIOLOGY ANALYST Ryan White CARE Act Requirement

1759 EPIDEMIOLOGIST Ryan White CARE Act Requirement

4613 HEALTH PROGRAM COORDINATOR Ryan White CARE Act Requirement

4848 HEALTH EDUCATOR Ryan White CARE Act Requirement

5133 REGISTERED NURSE | Ryan White CARE Act Requirement

5230 PUBLIC HEALTH NURSE Ryan White CARE Act Requirement

5479 CHIEF PHYSICIAN LMD Ryan White CARE Act Requirement

5701 HLTH FACILITIES CONSULTANT, NURSE Ryan White CARE Act Requirement

8108 COMMUNITY SERVICES COUNSELOR Ryan White CARE Act Requirement

DEPARTMENT: PUBLIC SOCIAL SERVICES

9178 Eligibility Worker | Provides direct client services/Entry level position/Caseload driven

9179 | lEligibility Waorker 1l | lProvldes direct client services/Paired class promotion

9165 GAIN Services Worker Provides direct client services/Caseload driven

2214 Intermediate Typist Clerk Entry level/Direct client services

9051 Soclal Worker Provides direct client services/Paired class promotion

DEPARTMENT: SHERIFF

4895 Clinical Laboratory Scientist | Performs clinical laboratory tests.

2704 Community Services Assistant Performs variety of routine faw enforcement related service and support functions.
Analyzes, prepares reports, and disseminates technical information and data relevant to
actual and anticipated criminal activity to operational personne! to-Increase the

939 Crime Analyst effectiveness of patrol deployment, crime prevention, and apprehension of suspects.

4333 Criminalist Performs physical and chemical analyses required in scientific criminal investigations

4331 Criminalistics Laboratory Technician Performs standard chemical procedures to analyze specimens of evidentiary materlal.
Assists swarn personnel In maintaining order and security ina custody detention or

2749 Custody Assistant station jail facility

2217 Custody Records Clerk | Performs specialized clerical wark in the Custody Division Sheriff's Depariment.
Berforms general law enforcement duties to protect life and property and to preserve
law and order.

e 2708 Deputy Sheriff (Lalerals & Reinstatements)

2707 Deputy Sheriff Trainee Parlicipates in a basic law enforcement training program.
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|

EXEMPTIONS TO THE HIRING FREEZE
{TEM NO. ITEM CLASSIFICATION REASON FOR EXEMPTION
) ) Positions in this class learn both fleld and laboratory analysis Including processing crimg
4332 Forensic Identification Speciallst scenes by recognizing, searching, collecting, and preserving hyslcal evidence.
Performs field or laboratory analysis for processing and comparing fingerprints, and
4334 Forensic Identification Specialist i processing complex crime scenes.
7492 Helicopter Mechanic Performs critical mechanical dufies on department aircraft.
Assists In the provision of nursing care and medical treatment of inmate patients in a
5107 Nursing Assistant Sheriff's custody facllity.
5100 Nursing Attendant Il Provides prescribed care to patients in a correctional facllity.
5214 Nursing Instructor Provides Instruction and training to nursing staff.
. Provides professional pharmacy services in a correctional facility and provides technical
5512 Phamacist supesvision to support personnel in the performance of pharmacy duties.
Performs a variety of technical and support pharmacy services in a correctional facility
5504 Phammacy Techniclan pharmacy.
. Provides specialized medical services to Inmates In a correctional facllity as required by
5476 Physician Specialist, M.D. Title 15.
Recelves training and practical expertence, under Immediate supervision, In receiving
. and responding to calls for emergency and non-emergency assistance at the Sheriff's
2450 Public Response Dispatcher | Depariment Communication Center
Performs radiographic procedures employing the use of X-rays to produce images of .
5798 Radiologic Technologist various parts of the body for the diagnosis of pathelogical and traumatic disorders.
Provides professional nursing care to Inmates ina correctional facllity as required by
5139 Registered Nurse | Title 15. i
This experienced class provides independent, comprehensive professional nursing care
: to a diverse group of patients In a variety of patient care settings and precepts or leads
5140 Registered Nurse li cthers. .
This proficlent class focuses on applying extensive knowledge and skills to consistently
5141 Registered Nurse [l provide comprehensive care to inmate patients in a Sheriff's custody facility.
o ..2821 Security Assistant Assisis sworn personnel In providing securily and guarding County property. -
2828 Security Officer Assists sworn personnel in guarding County property.
Supervises nursing activities ona wardorina clinic in a large Sherifi's Custody facllity,
65340 Supeivising Staff Nurse | infirmary or an outlying custody facility for a shift.
10/15/2009 Page 5of§



Exception Form - Requests for

Hiring, Services and Supplies or Fixed Assets

Attachment 11l

Department / Cluster:

Request Date:

Exception Requested for:
(Please v’ one box)

L
L]
[

Hiring

Fixed Assets

Services and Supplies

Program / Unit:

Funding Description:

$ One-time § "Ongoing  $ Revenue Offset

Funding Source:

Blanket Authority Request?

If Yes, Total Number of Positions Approved for Blanket
(Use an Exception Request for

Authority
each classification)

L

Yes

No

[

No. of Positions Classifications Names:
No. of Position(s) and Classification(s):
for this Hiring Approval
Dept Org Org Object Dollar
) 7 Fund | Code | Leveldi | Level2 | Category Amount
Services and Supplies or Fixed Assets B L - 1%
$
$
Signature Required (at the level of
Department Approval: A%':r?ir‘:i;etra:i?/g‘ggepzaty or h?gvher)
D Approved
CEO Budget Analyst: :
Signature Required D Denied
Recommendation for Approval / Denial.
e e . Did any employees on the Mitigation D Yes
Employee Mitigation List: List meet the requirements for this —
hiring exception? l_—_‘ No
_ Approved
Budget Manager: D pp_ v
. Signature Required D Denied
Deputy Chief Executive Officer: D Approved
(Final approval for hiring requests) Signature Required D Denied
Senior Assistant CEO Approved
(This approval required for S&S and Fixed —
Asset requests only) |._| Denied

Signature Required

10-15-09 Attachment Ill Exception Form
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To: All Department Heads MICHAEL D. ANTONOVICH
- = Fifth District

From: William T Fujioka v
Chief Executive Officer 'GV

ADDITIONAL GUIDELINES FOR HARD HIRING FREEZE AND FREEZE ON
NON-ESSENTIAL SERVICES, SUPPLIES AND FIXED ASSETS

On March 4, 2010, our office responded to a January 26, 2010 Board motion regarding
a hard hiring freeze and a freeze on non-essential services, supplies and fixed assets
(Attachment ). Our report back included the following changes to the current policy that

was distributed to departments in a memo dated October 20, 2009:
» Freeze remaining unencumbered fixed assets:

» Freeze an additional 15 percent of the remaining non-essential services and
supplies appropriation; and

- Enhance the hard hiring freeze by further refining the present exemption list and
requiring our office review and approval for promotions.

This memo provides additional information and guidelines to fully implement the hard
hiring freeze and freeze on non-essential services, supplies and fixed assets.

Freeze on Fixed Assets

In conjunction with the Auditor-Controller, the remaining unencumbered fixed
assets appropriation for all General Fund departments have been frozen. Special
Fund/Special District departments are exempt from this additional freeze.

. Depariments must complete the Exception Form (Attachment 1) and submit the form to
our office for review and approval to unfreeze the fixes assets appropriation. Fixed
assets expenditures will only be approved if the equipment - is deemed critical to the
department’s mission and is non-repairable. No fixed assets purchases may be made
to enhance a department’s operation.

“To Enrich 'Lives Through Effective And Caring Service”

Please Conserve Paper — This Document and Copies are Two-Sided
Intra-County Correspondence Sent Electronically Only .



All Department Heads
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Ereeze on Services and Supplies

In the beginning of the fiscal year, our office froze 25 percent of the non-essential
services and supplies appropriation of most General Fund departments. We have now
frozen an additional 15 percent of the remaining services and supplies appropriation
where feasible. Special Fund/Special District departments are exempt from this
additional freeze.

Departments must complete the Exception Form and submit the form to our office for
review and approval to unfreeze the services and supplies appropriation. Renovation
expenditures will only be approved if it is determined that the current
structure/environment creates a health and safety issue. Discretionary travel and
training expenditures should be discontinued by all departments. '

Freeze on Hiring and Promotions

Effective immediately, General Fund departments will no longer have the authority to
promote staff. ‘Special Fund/Special District departments are exempt from this process.
Also exempt from the promotion freeze are positions on the Exemption List.
Departments must complete the Exception Form (Attachment II) which has been
revised to include promotions. The completed form should be forwarded to our office
for review and approval. If the Exception form is approved by our office, a copy of the
approved form will be forwarded to the department by the CEO budget analyst. Upon
receipt of the approved- Exception Form, the department is authorized to input the
promotion in the CWTAPPS screen. Promotions will be effective on the date CEO
approves the Exception Form request.

Our office will monitor the promotions based on the Auditor-Controller's Employee Hired
or Promoted monthly report. If it is discovered that a department is not following the
departmental promotions guidelines in this memo, the department’s authority to input
“promotions in CWTAPPS will be rescinded. The department will then have to make
arrangements with CEO-Ciass Compensation Division to process the approved
promotion in CWTAPPS using terminals located in their division.

In addition, our office will be reviewing the present exemptions to the hiring freeze list to
further refine it and ensure that only the most critical health and safety positions are
exempt. During the review process, positions, identified as no longer critical will be
~ subject to the hard hiring freeze and will require an Exception Form for processing.
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Departments that have-submitted a deficit in the latest Budget Status (BSR) report
submission will be required to submit an Exception Form for all new hires including
positions identified as exemptions to the hiring freeze. These depariments will be
closely monitored to ensure that the new hires and/or promotions added costs are
justified in light of the department’s reported deficit in their latest BSR submission.

If you have any questions or need additional information, please contact your respective
CEO budget analyst.
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ATTACHMENT |

AGN.NO.

MOTION.BY SUPERVISOR DON-KNABE January 26, 2010

In light of both our current year budgetary shortfall and our projected $700 mi!_lion '
shorffall for next fiscal year, | think it is important that we immediately begin to further
qpntr_c;l s:._pehding in our current fiscal year 2009/2010 budget. This Board has previously.
taken the prudent action of implementing a hiring freeze whefe all non-emergency
related hiring must go. fhro‘ugh and be approved by a rigorous Chief Executive Office -
(CEO) process. To date, this process has proven successful. In order to build upon the
hi'r'i'-ng freeze success, and further control spending, | believe this Board should establish
additional CEO reviews of department spending. | believe the same CEO review
process that is applied for the hiring freeze shoulld also be appilied to fixed asset

purchases and services and supplies spending.

-- MORE --

MOTION

RIDLEY-THOMAS

YAROSLAVSKY

KNABE

MOLINA.




I, THEREFORE MOVE, THAT:

1.

The Board directs the CEO to report back in 14 days with recommendations on
additional spending review guidelines and procedures whereby CEOQ review of
certain fixed asset and services and supplies expenditures by departments is
required for approval by the CEQ; and,

The Board directs the CEO to report back in 14 days on what mechanisms are in
place to ensure salary and employee benefit savings derived from the hiring

freeze do not end up as expenditures in other budget units within departments.

HEHBH
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Hiring, Services and Supplies or Fixed Assets

| Department / Cluster:

Reguest Date:

- Exéeption Requested for:
(Please ¥ one box)

T e
D.
O

Fixed Assets

D

Services-and Supplies

Promotion

Program £ Unit: -

Funding Description: |'$ ‘One-time $ Ongoing $ Revenue Offset
Funding Source: i };l
Blanket Authority Request? J Ye ;1% H
If Yes, Total Number of Positions Approved for Blanket | Al ' lh
- Authority (Use an Exception Request for D ' ‘if\fui’ I]
each classification) 1)3}3 Hls;.
- CldSSifications ___Names:
No. of Position(s) and Classification(s) ?ﬂih X
| for this Hiring / Promotion Approval: L ‘Ui,
Ml i,
l”m; }‘*i Eﬁg}; Si Org Org JIObject | Dollar
:Complete this section only if your departrh‘e* d Level 1 | Level2 | Category | Amount
is requesting that Services and Supplies o}{u , ;ill-:,h.,
Fixed Assets appropriations be unfrozen: | KT
i '_7_ - «ﬁ“;mmih,. 'hgﬁ ]h‘ %E'” H‘ v
| Justificatio tion:: SEREIE

. 4i§if£ b ”i‘nif - -E Hi:'. ’Slgﬁ'étﬁ Requ:i;ﬂd (at the level of
‘ Department %ng,ﬁo i “‘Bhﬂh;. ! lg };ﬂdmmts {;l e“Deputy or higher)
I R i —Sh A -
CEO Budget Anagf Ei”%li mll!l e pprove
S {-_’ -,’ __ h-Slgnature Reqwred D .”. De.m.e_d

‘ L . q‘lmi” 'Did any employees on fﬁe Mitigatfon ' 3 Yés
Employee Mitigation List: List meet the requirements for this —
: _hiring except,i_ori? D No
‘Budget Manager | O Approved
_{ Budget Manager: e -
| oT TR | _Signature Required __ | 01 Denied
e S ST AP I ' ',-_;,_.;..Approved
"Deputy‘Ch‘lef-Executlve Officer: - s - : I 0 ~ vDenled
, . . Signature Required | L _
- - - Approved
Senior Assistant CEO: - e
5 Signature Required. . N Denied
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- TO: ~ All Department Heads MICHAEL D. ANTONOVICH-
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From: William T Fujioka
Chief Executive Officer

GUIDELINES AND PROCEDURES - HIRING FREEZE AND FREEZE ON
NON-ESSENTIAL SERVICES, SUPPLIES AND CAPITAL ASSETS

This memo provides updated guidelines and procedures to fully implement the
hard-hiring freeze and the freeze on non-essential services, supplies and capital assets

__ (formerly known as fixed assets) that was. reaffirmed by the Board of Supervisors.on
June 7, 2010. These revisions incorporate changes and clarifications to the procedures
to date, and replace the existing hiring freeze and services, supplies and capital assets
freeze procedures.

Other existing policies currently in place for items such as Additional Responsibilities
Bonus, Special-Step Placements, Supervisor/Subordinate Pay, MAPP, etc., which
require Chief Executive Officer (CEO) approval will not change.

Attached are the following documents:

Attachment] Guidélines and Proceddres - Hiring, Services, Supplies and Capital Assets Freeze
Attachment Il Hiring Freeze - Summary Transaction Sheet for CWTAPPS Input
Attachment [l | Exempt Positions List

Attachment IV | Exception Form — Requests for Hiring, Services, Supplies and Capital Assets
AttachmentV | Frequently Asked Questions — Hiring Guidelines
Attachment VI | February 23, 2010 memo to department heads — 120-Day Retirees

Below are the major changes:

Hiring Freeze - Exempt Positions List ' _

The Exempt Positions List was reviewed and further refined to ensure that only the most
critical health and safety positions are exempt. Any position removed from the list (or
identified as “Not Exempt”) will now requite an Exception Form — Requests for Hiring,

“To Enrich Lives Through Effective And Caring Service”

Please Conserve Paper - This Document and Copies are Two-Sided
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_ Services;, Supplies' and Capital Assets (Exception Form) submitted to our office for
review and approval. The list was also updated for new exempt positions and for minor
edits to position titles.

Promotions — Updated Exception Form _
Exception Forms are now required for promotions unless the position is on the Exempt
Positions List. The Exception Form was updated to reflect a box for this transaction.

Special Fund/Special District departments are exempt from the hiring freeze process,
with the exception of certain positions for Fire-Lifeguard.

Please note that departments that have reported a deficit in the latest Budget Status
Report (BSR) will be required to submit an Exception Form for all new hires and
promotions, even if the position is on the Exempt Positions List. These departments will
be closely monitored to ensure that the new hires and/or costs related to promotions are
justified in light of the deficit reported in the BSR.

Guidelines for 120-Day Retirees - Updated .Exceg tion Form v :
Exception Forms are now required for all 120-day retirees, even if the position is on the

Exempt Positions List. The Exception Form includes a box for this transaction
(Attachment 1V). In the memo dated February 23, 2010 (Attachment Vi), departments
were provided brief guidelines for the authorization process that must occur before any
retiree is employed (“new”), or re-employed (a “roll-over”) the following fiscal year.

Due to the volume of retirees anticipated to roll-over to FY 2010-11, one Exception
Form may be used as the annual summary request, as long as adequate justification for
each retiree, along with manager approval, is attached to this single Exception Form.-
In this way, multiple Exception Forms are avoided, providing a more efficient method for
final approval. Please note that each new 120-day retiree (outside of the annual
process) will require an individual Exception Form.

Services, Supplies and Capital Assets
Similar to FY 2009-10, we are in the process of freezing 50 percent of capital

assets-equipment for all General Fund departments and Public Library, and 40 percent
of non-essential services and supplies appropriation for FY 2010-11. Your CEO budget
analyst will share with you the appropriation amounts frozen in services, supplies and
capital assets.” - ’ :

Depar’cments' requesting to unfreeze services and supplies or capital assets-equipment
appropriation must complete the Exception Form and submit the form to our office for
-review and approval. - - SR S
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The following guidelines must be adhered to when making your requests:

+ Capital assets-equipment expenditures will only be approved if the equipment is
deemed critical to the department’s mission and is non-repairable;

« No capital assets-equipment purchase may be made to enhance a department’s
operation; :

« Renovation expenditures will only be approved if it is determined that the current
structure/environment creates a health and safety issue;

e Discretionary travel and training expenditures should be discontinued by all
departments; and

o Grant-funded capital assets purchases will be approved on a case-by-case basis.

Also, consistent with previous guidelines, tuition reimbursement will be permitted only

__for continuing education classes for licensure requirement. All depariments (including
Special Fund/Special District departments) must complete the Exception Form and
submit the form to our office for review and approval.

If you have any questions or need additional information, please contact Sid Kikkawa at
(213) 974-6872.

WTF:SK:CA

MM:AB:yjf

Attachments

c: Administrative Deputies
Auditor-Controller
Budget Officers
CEO Budget Managers

CEO - Classification and Compensation Administration (Pamela Sund)
Pe_rsonnel Officers

Freeze.on.Hiring.Department.Head.m
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GUIDELINES AND PROCEDURES — HIRING, SERVICES,
SUPPLIES AND CAPITAL ASSETS FREEZE

All requests must be submitted to 'your Chief Executive Officer.(CEO) Budget Analyst
using the Exception Form — Requests for Hiring, Services, Supplies and Capital Assets
(Exception Form, Attachment iV).

A. Hiring Exemptions.

1. Positions that are on the Exempt Positions List (as submitted by the department
and approved by CEO) do not need approval from the CEO Budget Analyst to
hire and/or promote. Departments must have a budgeted, vacant item to fund
the position, but no documentation needs be submitted to the CEO Budget
Analyst (provided the depariment does not have a budget deficit, see below).

a. Departments that have submitted a deficit in the latest Budget Status
Report (BSR) will be required to submit an Exception Form for all new

hires and promotions even if the position is on the Exempt Positions
List. These departments will be closely monitored to ensure that the new

hires and/or costs related to promotions are justified in light of the deficit
reported in the BSR. - -

b. All transactions will be monitored. If a department does not follow the
hiring guidelines, the department may be “locked out” of CWTAPPS and
CEO approval will be required for all transactions, including exempt
positions. '

2. Hiring fréeze exemptions shall include:
« Critical health and safety positions;
o Positions required as a result of a court settiement;

e Positions that would create an immediate revenue loss that more than
" pays for the position; and

o Seasonal positons required under various Memorandum of
Understandings : '

B. Hiring Exceptions

‘1. Positions that-are not on the Exempt Positions List approved by the CEO must
submit an Exception Form to their CEO Budget Analyst.

Page 1of 7
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Exception Forms are required for 120-day retirees, even if the item is on the
Exempt Positions List. One Exception Form may be used for the annual
summary request as long as detailed justification is attached to the Exception
Form. ' '

Transfers from one department to another are considered new hires and are
NOT EXEMPT (unless the position is on the Exempt Positions List). The
requesting department must justify and receive approval from the CEO for the
transfer. The releasing department may not backfill the position without prior
approval from the CEO.

If a vacant position generates revenue, departments should (where feasible),
backfill with existing staff that are not revenue offset. If this is not feasible,
departments must explain why.

Vacant positions will remain frozen unless the vacancy rate is greater than 35
percent for the requesting budget unit within a department, or when a critical
need justification is approved by the CEO. [f the budget unit has a vacancy rate
over 35 percent, exceptions shall be approved to the extent that it brings the
vacancy immediately below 35 percent.

If a vacant position remains unfilled and will result in new costs, departments

7.

must explain why.

Management appointments will be reviewed on a case-by-case basis.

C. Promotions

1.

Internal departmental promotions are not exempt unless the position is on the
Exempt Positions List. Promotions that result in a new hire to a department
must be approved by-the CEO, as these are considered “new” employees to the
hiring department. Promotions will be effective on the date CEOQ approves the
Exception Form.

a. If it is discovered that a department is not following the promotion
guidelines, the department’s authority to input promotions in CWTAPPS
will be rescinded. The department will then have to make arrangements
with CEO - Classification and Compensation Administration to process
the approved promotion in CWTAPPS using the terminal located in their
division.

D. CEO Approval

1.

If the position is on the Exempt Positions List, and the department is ready to
input new hires, they may proceed to the CWTAPPS input process autlined in
Section E below.

Page 2 of 7
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If the position is not on the Exempt Positions List, the department must complete
an Exception Form to begin the recruitment/hiring process and submit the
request to the CEO Budget Analyst even if individual employees have not yet
been identified.

CEO Budget Analyst reviews the department’s Exception Form following the
Guidelines and Procedures. ' '

If the Exception Form is denied, CEO Budget Analyst will inform the department.

If the Exception Form is approved, the CEO Budget Analyst will forward the
Exception Form to the Budget Manager and the Deputy Chief Executive Officer
(DCEO) for approval.

Budget Manager and DCEO will approve or deny the Exception Form, and then
return the Exception Form to the CEO Budget Analyst. (If Exception Form is
denied, CEO Budget Analyst will inform the department.)

if the DCEO approves the Exception Form, it will be submitted to the Semor
Assistant CEO. :

The Senior Assistant CEO approves or denies the Exception Form and retums it
to the CEO Budget Analyst. (If the Exception Form is denied, the CEO Budget

_Analyst will inform the department.)

If the Exception Form is approved, the CEO Budget Analyst will inform the
department they have approval to input the new hires, (including promotions and
120-day retirees) into CWTAPPS, and will provide a copy of the dated Exception
Form with approval sighatures to the department.

a. If the names of the specific individuals have not yet been identified,
the Exception Form can still be approved and the recruitment process
can begin; however, the department must provide the CEO Budget
Analyst the names of the individuals prior to input into CWTAPPS.

Once the names of the specific individuals have been identified, the department

must provide the Summary Transaction Sheet (Attachment Il) to the CEO

Budget Analyst, which must be attached to the approved Exception Form (the
request with no names).

a. The Summary Transaction Sheet must have the correct number of
positions, classifications and employee names and must ‘tie back’
and be attached to the approved Exception Form prior to all
CWTAPPS transactions.

Page 3 of 7
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b. The CEO Budget Analyst will initial the Summary Transaction Sheet.
~ This is done so that the CEO Budget Analyst can ensure that the
approved Exception Form (with no names) “ties back” to the hiring
transactions that the department wishes to enter into CWTAPPS.

¢. Once the CEO Budget Analyst initials the Summary Transaction
Sheet, a copy will be provided to the department and the department
may proceed to the CWTAPPS input process outlined in Section E
below.

E. CWTAPPS Input

REMINDER: Al preréquis'ites must be met (e.g. Livescan and cleared medical exam)
prior to CWTAPPS input.

1. Schedule an appointment

a. When the department is ready to input transactions into CWTAPPS,
they will call CEO — Classification and Compensation- Administration
as soon as possible to set-up an appointment for CWTAPPS entry.

b. The department must have the following information available before
making the call to CEO - Classification and Compensation
Administration. The scheduler will ask the department for the
following information:

Department name

Name of department representative

Number of transactions

Requested time of appointment and estimated time needed for
input of all transactions

e Name and phone number of person from the department
making the appointment.

The following CEO staff will serve as schedulers:

Lisa Cotton — (213) 974-2468 (primary) —
Icotton@ceo.lacounty.gov

Rosy Alaniz — (213) 974-2608 (backup) —
ralaniz@ceo.lacounty.gov

Cecilia Surla (213) 974-2420 (backup) -
csurla@ceo.la_couny.gov

Page 4 of 7
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NOTE: If the department needs to cancel or change their appointment, they must call the
scheduler immediately so that their time slot can be given to another department.

2. Prepare a Hiring Freeze — Summary Transaction Sheet For CWTAPPS Input
(Attachment If) '

The Summary Transaction Sheet for CWTAPPS Input should list all of the
transactions (exemptions and exceptions) to be input into CWTAPPS during that
appointment time. The Summary Transaction Sheet must include the
department name and approval by the Administrative Deputy or higher at the top
of the sheet. The Summary Transaction Sheet must also include each
employee’s name, payroll title the person is being hired onto, action (i.e. new
hire, reinstatement, etc.), and effective date of transaction. Attachment I will
have a column for the CWTAPPS entry date. The department will hand write in
this date as they enter the transactions on the day they come to CEO —
Classification and Compensation Administration. The Summary Transaction
Sheet must match the Exception Form exactly. '

3. Assemble and Copy the Required Documentation

The Summary Transaction Sheet, along with copies of each Exception Form is
to be provided to CEO — Classification and Compensation Administration at the
scheduled appointment time for CWTAPPS Input. These documents will be
retained by CEO — Classification and Compensation Administration, so copies
needed by the department should be made prior to the appointment time.

4. Check In Procedure

Department representative will report to Room 526 of the Kennneth Hahn Hall of
Administration and ask for Lisa Cotton or the backup scheduler.’

‘The department representative will sign-in on the CWTAPPS Transaction Log
Book maintained by CEO — Classification and Compensation Administration.

5. Log-On Procedure

Once the department representative has signed in, the scheduler will contact the
CWTAPPS log-on person. The log-on person will escort the department .
representative to the designated CWTAPPS entry station.

" The department representative must provide a copy of the Summary
Transaction Sheet along with the copies of the signed-off Exception Form(s) to
CEO - Classification and Compensation Administration. The log-on person will
inspect the department’s documents against the Exempt Positions List and the

“attached, approved Exception Form(s) for the appropriate. information and .
signatures. CEO - Classification and Compensation Administration will retain
this documentation for their files.
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Once the log-on person has validated the department’é documentation, the
department representative will be logged into the CWTAPPS workstation.

. CWTAPPS Input

The department representative must have the relevant knowledge of CWTAPPS
transaction input, as CEO staff will not be available to assist with the input.

~ The department representative will then enter their transactions into CWTAPPS.

Log-Out Procedure

Once the department representative has completed the input entries, they are to
log themselves out of the CWTAPPS system.

The department representative must report back to the scheduler that they have
finished with their input. The scheduler will have the department representative
sign-out on the CWTAPPS Transaction Log.

E. Services, Supplies and Capital Assets Appropriation

Partial exemption from the services and supplies and capital assets freeze shall be
- within the following guidelines: S - S

Travel and training requests do not require CEO approval;, however,
departments should limit participation in all training programs that have direct
costs attached. Discretionary travel and training should be discontinued by all
departments.

Tuition reimbursement will be permitted only for continuing education classes for
licensure requirement.

Mileage claims that are required as part of the job assignment will continue to be
reimbursed, but departments should monitor all non-essential mileage and
encourage alternatives where appropriate, such as conference calls.

Renovations that are currently underway may continue. New renovations are to
be deferred unless the delay creates a health and safety issue.

Only time-off will be authorized for employees to attend the Management
Council. All out-of-pocket expenses must be paid by the employee.

No capital assets expenditures unless equipment is deemed non-repairable and
essential.
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¢ Grant-funded capital assets purchases will be approved on a case—by-éase'
basis.’ ' .

_ Situations may arise that réquire a partial exemption from fhe services, supplies and
capital asset appropriation freeze. Please review the below guidelines and procedures.
that have been developed by the CEO.

If due to-the appropriation freeze, a b_udget unit's appropriation becomes overdraft,
departments may take the following steps so that their appropriation is no longer
overdraft. Steps should be taken in the following order:

1. Reduce Encumbrances — Departiments should review all encumbrances to-
determine, if any, encumbrances »already established can be reduced.

2. Request a Reduction to the Amount Frozen — Complete the Exception
Form— Requests for Hiring, Services, Supplies and Capital Assets
(Exception Form, Attachment IV) and submit it to your CEO Budget Analyst. If -
your CEO Budget Analyst agrees with your request, their recommendation will
be submitted to a CEO Budget Manager and DCEO for approval. Final approval
rests with the Senior Assistant CEO.

When completing the Exception Form, ensure that the eCAPS Financial System-
accounting codes are properly completed for the budget unit in question (see
sample coding on the attachment).

3. Approved requests to reduce frozen appropriation levels will be forwarded to
"~ CEO Finance, who will coordinate with the Auditor-Controller to make the
necessary changes in the eCAPS Financial System.

4. Budget adjustments that shift salaries and employee benefits (appropriation
savings to other appropriations (i.e., services and supplies, capital assets or
other charges), including action budget adjustments will continue to be
monitored closely by the CEO.
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ITEM NO. ITEM CLASSIFICATION 'REASON FOR EXEMPTION ~
DEPARTMENT: FIRE Special District funds (including Lifeguards which are seasonal, except for the below)
All Classifications Are Exempt Except the Below: . o T
2934 _ ASST CHIEF, LIFEGUARD SERVICES, FIRE NOT EXEMPT
2925 - -CAPTAIN, LIFEGUARD SERVICES, FIRE NOT EXEMPT
2935 _CHIEF, LIFEGUARD SERVICES, FIRE 'NOT EXEMPT -
7472 " FIRE EQUIPMENT MECHANIC ~ NOT EXEMPT
2214 INTERMEDIATE TYFlST-CLERK ; NOT EXEMPT
6049 MEDIUM TRUCK DRIVER 'NOT EXEMPT ’
2923 . OCEAN LIFEGUARD . ) NOT EXEMPT )
29022 OCEAN LIFEGUARD CANDIDATE - NOT EXEMPT i h
2924 _ OCEAN LIFEGUARD SPECIALIST “NOT EXEMPT,
2926 _ 'RESCUE BOAT CAPTAIN L  TUINOT EXEMPT ;
2932 " "SECTION CHIEF, LIFEGUARD SERVS, FIRE | § -NOT EXEMPT N
2927 . ‘SENIOR RESCUE BOAT CAPTAIN _NOT EXEMPT _
2102 . .SENIOR SECRETARY Il _ - iNOTEXEMPT
2216 . SENIOR TYPIST-CLERK . NOT EXEMPT
8243 " STUDENT PROFESSIONAL WORKER1 " NOTEXEMPT
8242 -STUDENT WORKER ‘NOT EXEMPT
2931 YOUTH PROGRAM SPECIALIST NOT EXEMPT _
DEPARTMENT:  'HEALTH SERVICES . -
5068 _ Ambulance Dispaicher Critical Ancillary Staff
5065  Ambulance Driver . Critical Ancillary Staff
5066 Ambu!ance Medical Technician Direct Patient Care
5894 . Audiologist | Dnrect Patlent Care
4878 Autopsy Technician .Critical Ancillary Staff
4879 Autopsy Technician, Photography _ Critical Ancillary Staff
4979 Blood Gas Laboratory Technician i . "Critical Ancillary Staff
5545 Cardiac Electrodiagnostic Technician | Dlrect Patient Care
5082 Central Service Tech 1 Critical Ancillary Staff
5858 Certified Occupational Therapy Assistant . . Direct Patient Care . .
- 5080 Clinic LVN | e ———Dlrect Patient Care e o

5087 -Glinic Nursing Attendant | Diréct Patient Care ’
5469 _ Clinic Physician, MD Direct Patient Care
5468 Clinic Physician, MD/Per Session Direct Patient Care
5208 Clinical Instructor, RN -Direct Patient Care. title change only
4919 Clinical Microbiologist | Crit(cal Ancillary Staff
5357 Clinical Nurse Specialist Direct Patient Care
5513 Clinical Pharmnacist Cnhcal Ancillary Staff
9013 Clinical Social Worker Direct Patient Care
5472 Consulting Specialist, MD/Per Session Direct Pafient ‘Care a
4959 Cytology Laboratory Tech | Critical Anc:lla[y ‘Staff
4745 Dental Assistant Direct Patient Care
4746 Dental Assistant, Special Procedures . Direct Patient Care

- 4751 ‘Dental Hyglenlst_ "Direct Patient Care
4757 Dental Intern L ~, :Direct Patient Care
4749 Dental Laboratory Radlologuc Tech . Cntical Anullary Staff
4760 Dental Resident i recg Patient ¢ Care .
4767 : Dental Spegialist -Direct Patient Care R
4750 - Dental Technician " (Critical Angillary Staff

4763 ~ Dentist o " Direct Patient Care )
5794 . .Duagnostlc Ultrasound Technlclan ) "Critical Ancnllary Staff
5560 EEG Technician| [Critical Ancillary Staff
4936 Electron Mlcmscopy Specialist Cnlml Ancillary Staff
5606 Hospita) Medical Assistant * Critical Ancillary Staff
4976 Laboratory Assis}ant “Critical Anclllary Staff
4902 Laboratory Quality Control Goordinator Critical Anciliary Staff
5836 Licensed Physical Therapy Assistant Direct Patient Care
5104 LVNI o . Direct Patient Care
9001 Medical Caseworker | . " Direct Patient Care
6531 Medical Electronic Technician Critical Anciliary Staff
7081 _ Medical Photographer Critical Anciflary Staff
5778 _Medical Radiation Physicist Critical Anclllary Staff
4899 . Medicai Tech, Data Systems ) Critical Anglliary Staff ~
4895 " Clinical “Laboratory Scientist Critical Ancillary ¢ Staff, title change only
5055 " Mortuary Aftendant_ “Critical Andiltary Staff
5802 Nuclear. Medlcme Technologlst l . Cntlcal Anctllary Staff
5359 _ Nurse Midwife " Direct Patient Care
5121 Nurse Practitioner “Direct Patient Care
5098 Nursing Aftendantl = * Direct Patient Care )
5856 Occupational Therapist | ) ~Dlrect Patlent Carq )
5608 Ophthalmology Tech | ) Crmcal Ancillary Staff
5611 - 'Optometrist " Ciitical Ancullary Staff

7/22/2010
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EXEMPT POSITIONS LIST
ITEM NO. ITEM CLASSIFICATION 'REASGN FOR EXEMPTION | . ’
5595 "Orthopedic Tech “Critical Andiitary Staff
5612 Orthoptic Teeh Cntml Ancitlary Statf
8512 -Phammagist " Critical Anciltary Staff .
5501 Pharmacy Helper Critml Ancdlary Staﬂ‘
5504 _ Pharmacy Technician Cntlul Ancillary Staff
_ 4977 . Phlebotomy Techmuan | Cntml_AnculIary Staff’ )
5837 Physical Therapnst 1 ‘Direct Patient Care
5047 Physician Asslstant .Direct Patient Care |
5408 ‘Physician Postgraduate{ Drrect Patlent Care .
5478 Physician Specialist (Non-Megafiex) -Direct Patlent Care, item number and title ohange
5474 Physician, MD Direct Patient Care, item number and fitle change
5421 Physician, MD (As NeededIOT) Direct Patient Care
5422 Physician, MDlEmergency Room Direct Patlem Care
5408 _Physician, Post Graduate (1st Year) “Direct Patlent Care aceompames the addition of 5411 Physnclan Post Graduate
5411 Physician, Post Graduate (2nd - 7th Year) "Direct Patlent Care. title change only
5880 Padiatrist . Direct, Patient Care
9034 _ Psychiatric Soclal Worker | Dlrect Patient ‘Care
5567 Puimonary Physwlogy Tech | Dlrect Patrenl Care
5772 *Radiation Protection Specialist ; -Critical Anciliary Staff
5801 Radiation Therapy Tech | Cntrcal | Ancillary Staff R ~
5798 Radrologic Technologlst (_:ntgcal Ancillary Staff
5799 _ Radiologic Technologist, Special F Procedures _ Critical Ancillary siaff.
7071 _ Radiology Photographic Assistant Cnttml Ancillary Staff
5514 - Radiopharmacist . cmrcal Ancullary Staff .
5506 Radiopharmacy T Tech . Crifical Angiliary Staff
5871 Recreation Theraplst i -Direct Patient Care
5870 Recreation Therapy Assistant -+ .Direct Patient Care
5133° Registered Nurse | Direct Patient Care
5134 Registered Nurse Il .Direct Patient Care
6135 Registered Nurse Il Drrect Patient Care
5108 Rehabilitation Associate Direct Patient Care
5882 Rehabllitation Therapy Technician .Direct Patient Care
5261 Rehef Nurse Dnrect Patient Care
5575 Renal Dialysis Equipment Technician Critical Ancrllary Staff
5585 Respiratory Care Practitioner | Direct Patient Care
5118 Senior Student Worker Nursing ‘Direct Patient Care
5887 Speech Pathologist | ‘Direct Patient Care
5886 Speech Pathology Assistant Direct Patient Care
5113 Student Worker Nursing _Direct Patient Care
5415 Supervisor of Residents, M. D. Direct Patient Care
5111 'Surglcal Technician Dlrect Patlent Care
4954 -Tissue Analysis Technician | Critical Anciliary Staff
4953 " Tissue Analysis Technician Trainee Critical Ancillary Staff
4948 Toxicology Tech Critical Ancillary Staff
6096 Unit Support Assistant "Direct Patient Care
5613 Urology Technician | Direct Patient Care
4773 Visiting Dentist/Daily ) -Direct Patient Care
4772 Visiting Dentist/Per Session :Direct Patient Care
. DEPARTMENT: INTERNAL SERVICES |
7202 Assistant Chief Stationary Engineer : ‘Supervrses energy plant personnel and operatrons 2417 operation
7203 " Chief Stationary Engineer ) :Supervises energy plant personnel and operations 24/7 operation
7200 Stationary Engineer Control Specialist “Monitors energy plant equipment performance )
7793 Stationary Engineer Helper Mamtam compllance ‘with Arlicle 15 - BU 401 MOU stafﬁng levels
7198 Stationary Engineer Il Malntaln comphance wrth Arllcle i5- BU 401 MOU staffing Ievels
DEPARTMENT ‘MENTAL HEALTH . ]
_5276A - Asst Mental Health Counselor, RN . .Direct patient care
8695A ‘Chmcal Psychologistl . ) : _'I_Direcg_pqtient_cere_
8697A Clinical Psychologist it ~ :Direct patient care i
_8684A - Clinical Psychology. Iniern_ D|rect patient teare . .
8103A Community Worker " .Diréct pafient care_ .
" 1479A ConservatorlAdmrnlstrator Assistant Suppons direct cllent services; direct legal fi iduciary responsnblhty.
1480A -Deputy Public GConservator/Admr | -Supports direct cliefit services; diréct legal fiduciary responsibility.
9001A Medical Case Worker 1 ‘Direct pagre_nt care
9029A Mental Health Clinician | Direct patient care
9030A Mental Heaith Clinician .Direct patient care
5467 . _Menta Health Consultant, MD LPer Session) _ Direct patient care B ~
5278A Mental Health Counselor, RN Direct patient care _ i i
8111A * Mental Health Peer Advocate _"Direct patient care
" 4735A Mental Health Psychiatrist Direct patient care
- 5121A " Nurse Practitioner Dlrect patient care
5474A Physician, MD (Non-Megaflex) Direct patient ¢ care
5411M Physician, Post Graduate (2nd - 7th Year) Direct patient care, title change only
9034A Psychiatric Social Worker | Direct patient care
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ITEM NO. ) ITEM CLASSIFICATION REASON FOR EXEMPTION ’
9035A Psychiatric Social Worker Ji ‘Direct pafient care "
8161A Psychiatric Technician | " ‘Direct patient care
8162A Psychiatric Technician I Direct patfent care
8162A Psychlatric Technician Il Direct patient care
5139A Registered Nurse |, Sheriff "Direct patient care _
5140A Reglstered Nurse I, Sheriff Direct patient care ™
S5141A Registered Nurse lll, Sheriff * Direct patient care
8593A Rehatilitation Counselor 1l * . Direct patient care
8712A .S Commumty Menlal Heallh Psychologlst ‘.. Direct patient wre ) ;
5884A - Substance Abuse Counselor . f_Drrect patient ca ure o
9038A . -Supervising Psychiatric § Social Worker _Direct patientcare, )
) §340A *Supervising Staff Nurse l Shenff ) :_Dlrg_ct patient care _
§341A Supervising | Staff Nurse Il Sheriff - :Direct patient care N
DEPARTMENT:  PUBLIC HEALTH o
5668 "Environmental Health Technician . ;Critical Public. Health Inspections
5670 Environmental Health Speclalist | . Critical Publxc Heallh Inspections
5671 Environmental Health Specialist i Critical Public ‘Health Inspections
8707 Health Facllities Evaluator, Nursing .Critical Public Health Inspections
5230 Public Health Nurse ' Direct patient care
5772 Radiation Protection Specialist Critical Pubfic Health Inspections
DEPARTMENT: PUBLIC HEALTH - ANTELOPE VALLEY REHABILITATION CENTER
5884 _ SUBSTANCE ABUSE COUNSELOR Direct patient care (hard-to-recrult position due to specialized cartification requirement).
5883 _SUBSTANCE ABUSE COUNSELOR AID Direct patient care (hard-to-recruit position due to specialized certification requirement).
DEPARTMENT: PUBLIC HEALTH - CHILDREN'S MEDICAL SERVICES )
6350 .MEDICAL SERVICES COORDINATOR cEs _Posmon provrdes c_ntn;al servrce authorizations for €cs provrders
5856 OCCUPATIONAL THERAPIST | Direct patient care (hard- to-recrun posmon)
5837 PHYSICAL THERAPIST | : Direct patient care (hard-to-recrult position)
" DEPARTMENT:  PUBLIC HEALTH ~OFFICE OF AIDS 'PROGRAM & POLICY
1757 EPIDEMIOLOGY ANALYST Ryan Whn(e CARE Act Requrremenl
1759 "EPIDEMIOLOGIST Ryan White CARE Act Requirement .
4613 HEALTH PROGRAM COORDINATOR Ryan White CARE Act Requirement
4848 HEALTH EDUCATOR Ryan White CARE Act Requirement
5230 PUBLIC HEALTH NURSE - Ryan Whlte CARE Act Requirement
5479 _CHIEF PHYSICIAN |,MD ‘Ryan White CARE Act Requirement
DEPARTMENT:  PUBLIC HEALTH - SUBSTANCE ABUSE PREVENTION & CONTROL. ’
" 'Ensures that communlty-based prugrams are in compliance with federal and State
“requirements. Failure to comply with terms of the contract constitutes grounds for the
4614 CONTRACT PROGRAM AUDITOR -State to suspend, recover paymenits or terminate the contract.
DEPARTMENT: PUBLIC SOClAL SERVICES
o178 .. -Eligibility Worker | Provrdes direct client services/Entry level position/Caseload driven
) 9179 .. Eligibility Worker 0o . Provrdes direct client serwces/Parred class promotion
9165 GAIN Services. Worker Prowdes direct client services/Caseload driven
2214 intermediate Typist Clerk _ Entry level/Direct client services
9051 So_cla_l_ qukg_r :Provides direct client services/Paired class promohon
DEPARTMENT: - SHERIFF : . L o
4895 Clinical Laboratory Scientist | “Performs clinical laboratory tests.
4333 Criminalist ‘Performs physical and chemical analyses required in scientific criminal investigations _
4331 Criminalistics Laboratory Technician ) Performs standard chemical procedures to analyze specimens of evidentiary material.
2217 _Custody Records Clerk | o ‘Performs speclahzed clencal work in the Custody Division Sherrffs Depastment.
2707 Deputy Sheriff Trainee R Partrcrpates in a baslc Iaw enforcement tralmng program
. \Posmons in this class learn both field and laboratory analysis lncludmg processing crime
4332 _ ' Forensic Jdentificafion Specialist | .scenes by recognizing, searching, collecting, and preserving physical evidence.
o . *Performs field or laboratory analysis for processing and comparing fi ngerpnnts and
4334 -Forensic Identification Specialist i .processing complex crime scenes.
- Assists in the provision of nursing care and medical treatment of inmate patlents ina
. 8107 . Nursmg Assrstani . : - Sheriffs custody facility. - - ; L
5100 Nursing Attendant [ Prggrde_s prescribed care to patrents ina correchonal facrhty
5214 Nursing Ipstruc_tor_ rovides instruction e and trarmng to nursmg staff
. ’ vides profassiansl phermacy services ina corectional facilily and provides technical
5512 Pharmacist ; ‘supervision to support personnel in the performance of pharmacy duties.
“Performs a variely of technical and support pharmacy services in a corectional facility
5504 Pharmacy Technician ‘pharmacy.

'EXEMPT FOSITIONS LIST
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) ~ EXEMPT POSITIONS LIST |
ITEM NO. TEM CLASSIFICATION .REA_SON FOR EXEMPTION L
) : Provides specialized medical services to Inmates in & correctional faclity as required by
5476 " Physician Specialist, M.D. . Title 15,
' : 'Receives training and pradlcal experience, under immediate supervisnon ‘in receiving
. * .and responding to calls for emergency and non-emergency assistance at the Sheriffs
2450 Public Response Dispatcher! . : 'Department Communication Center el
" iPerforms radlognaphlc procedures employing the use of X-rays to produce images of
6798 - Radiologic Technologist o * ivarious parts of the body for. the diagnosis of  pathologlcal an and traumatic disorders.
’ : * ;Provides professmnal nursing care to Inmates in a correctional faclhty as required by
5139 - Registered Nurse | ¢ Thle 15,
.This expenenced class’ provides lndependent comprehensive professlona! nursing care
_to a diverse group of patients in a variety of patient care settings and precepts or leads
. 5140 Registered Nurse Il others.
) -This proficient class focuses on applying extensive knowledge and skills to consistently
5141 " Registered Nurse 1li . provide comprehensive care to inmate patients in a Sheriffs custody facllity.
2827 Securily Assistant . Assists swom personnel in providmg security ¢ and guardlng County property.
2828 Security Officer (Assists swomn personnel in guarding COunly property
’ . Superv:ses nursing activities on a ward or in a clinicin a large Sheriff's Custody facility,
5340 Supervising Staff Nurse { : linfirmary or an outlying custody facility for a shift,
Y
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ATTACHMENT V

FREQUENTLY ASKED QUESTIONS - HIRING GUIDELINES

1.

Are Blanket Authority Exception Requests Permitted for Large Numbers of
Positions and/or when Multiple Site Visits may be Required?

Blanket Authority Exception Requests are permitted and can be ‘reused’,
however departments are responsible to ensure they are. within the blanket
authority limitations approved by the Chief Executive Office (CEO). To assist
CEO Analysts confirm that departments are within the limitations of the approved
request, the Exception Form — Requests for Hiring, Services, Supplies and
Capital Assets (Attachment IV), includes space to add the total number of
positions approved for Blanket Authority. The Summary Transaction Sheet
(Attachment Il) has space to include the Blanket Authority Limit (from the
Exception Form), the number of transactions that were entered in CWTAPPS
during a prior appointment, the total number of positions entered during the
current visit and the balance of blanket authority positions pending input at a
future time. Use one Exception Form for each classification approved for Blanket
Authority. The total number of positions approved for Blanket Authority must be
indicated as a number, and not specified as ‘up to ordinance authority’.
Departments must attach all Summary Transaction Sheets related to the Blanket
Authority to the approved request. After the blanket authority limitation is
reached, a new Exception Form must be approved by the CEO.

Is it Acceptable to Reuse a Prior Appr;JvedExce;:Tﬂon}onn?orCWTAPPS Entry?

No - except in the case of a Blanket Authority Exception Request (see above), a
copy of an approved Exception Form should not be ‘reused’ as an approval for
subsequent CWTAPPS entries. Even in cases where the CEO approves a
position that is subsequently ‘turned-over’ quickly, the department must again
obtain CEO approval, as this is considered a new hire.

Is There a Need For and/or What is the Manager Level Required for Signature on
the Summary Transactions Sheet for CWTAPPS Input?

The Summary Transaction Sheet for CWTAPPS Input must be approved at the
level of Administrative Deputy or higher, or managers/staff that have the authority
to sign for this level. The Transaction Sheet includes space for a contact number
as well, in case there are questions regarding the input. Also, the Summary
Transaction Sheet must be attached to the Exception Form, which must be
signed by the CEO Budget Analyst, Budget Manager and DCEO.

What is the Procedure for Updating the Exempt Positions List?

If there is a critical health or safety pdsition that must be added to the Exempt
Positions List (Attachment [ll), notify your CEO Budget Analyst immediately to
obtain clearance to add the item to the list. Your CEO Budget Analyst will send -
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ATTACHMENT V

an email to CEO - Classification and Compensation Administration approving the
item as exempt, and then notify CEO Finance to update the Exempt Positions
List. CEO Finance will update the list and provide it to the CEO ~ Classification
and Compensation Administration. If the CEO Budget Analyst does not notify
CEO - Classification and Compensation Administration via email that the item
has been approved for the Exempt Positions List the department will not be able
to enter the item into CWTAPPS ' '

120-Day Retirees — What is the Procedure for Annual Authorization?

Exception Forms are required for 120-day retirees. CEO approval must be
obtained before any retiree is employed (“‘new”), or re-employed (a “roll-over”)
the following fiscal year. .

If departments anticipate many rehired retirees, one Exception Form may be
used for the annual summary request. A schedule (any format may be used,
e.g., Excel or Word) with adequate justification for each retiree, along with
‘manager approval, must be attached to this single Exception Form. Adequate
justification includes: ‘

Department
Names of retirees department wants to renew/rehire
Explanation of the use of these retirees (must be limited to critical
positions where the necessary expertise is otherwise unavailable within
the department.)

e Comments on the department’s plan fo transfer retirees’ expertise t
permanent employees -

Each new 120-day retiree employed outside of the annual process will require an
individual Exception Form. '
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Attachment VI
County of Los Angeles
CHIEF EXECUTIVE OFFICE

Kenneth Hahn Hall of Administration
500 West Temple Street, Room 713, Los Angeles, California 90012

(213) 974-1101
htip://ceo.lacounty.gov
WILLIAM T FUJOKA Board of Supervisors
Chief E
hief Executive Officer | February 23, 2010 b
' MARK RIDLEY-THOMAS
Second District
To: All Department Heads ZEV YAROSLAVSKY
Third District
From: William T Fujioka ' DONKNABE,
Chief Executive Officer MIGHAEL D. ANTONOVICH
Fifth District _
120-DAY RETIREES

By memorandum dated December 2, 2009, departments were asked to reduce the employment
of County retirees (i.e., 120-day retirees). We subsequently provided each department with
information on the current number of these individuals and the cumulative hours worked by
each employee in the current fiscal year and emphasized that the use of these retirees must be
limited to critical positions where the necessary expertise is otherwise unavailable within your
department.  Further, - every effort is to be made to transfer this expertise to permanent
employees to reduce the.120-day retiree population o an absolute minimum by June 30, 2010.

As you know State law governing the County’s retirement benefits (the 1937 Retirement Act)
- - prohibits the-employment of retirees for more than 120 working days (960 working-hours) in any
fiscal year. Exceeding this limit for any retiree may subject all active and retired employees to
severe tax consequences under State and federal law. To assist departments in managing their
rehired retirees, we will continue to provide you with periodic status reports showing the number
and identity of your 120-day retirees and the cumulative hours worked to date in the current
fiscal year. :

The most recent information we have shows that some 120-day retirees are already very near
the 960 hour limit for this fiscal year. To ensure we do not exceed this limit, we are asking all
departments to: '

1. Obtain specific annual re-authorization from your CEO budget analyst before any retiree
is employed or re-employed in a subsequent fiscal year. This will be the case
regardless of whether the costs are provided for within your adopted budget.

2. Carefully monitor the hours worked by your rehired retirees, so that, without exception,
no retiree works more than 960 hours in a fiscal year.

If you have any questions regarding this matter, please call me or contact Ellen Sandt at
(213) 974-11 86 or esand{@ ceo.lacounty.dov.

WTF.EFS
WGL:RP:df
c. All Administrative Deputies

NABOARD LETTERS AND ORDINANGES\2010\Word Chron\120 day Retiree follow up 2-10.docx
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